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FOREWORD
1. PURPGCSE

This publication, NAVMC 2913, Snackbar Managenent Gui de
provides information for food and hospitality enpl oyees on
snackbar operations. This guide to snackbar nmanagenment was
devel oped to assi st snackbar personnel in operating in a nore
profitabl e and busi nessli ke manner

2. | NFORVATI ON

a. This Guide, informative and not directive in nature, is
to be used for instructional purpose.

b. For requisitioning instructions, see the current edition
of MCO P5600 .31, Marine Corns Publications and Printing

Regul ati ons.
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SNACKBAR MANAGEMENT GUI DE
| NTRODUCTI ON

Mari ne Corps Food and Hospitality (F&H) operated snackbars mnust
maxi m ze their profit potential and customer satisfaction

Mari ne Corps snackbars can be nore conpetitive in the fast food
or quick service restaurant industry by adapting or conpl enmenting
t he successful operations and procedures of our industry
conpetitors. The keys to these successful operations are their
ever - changi ng and i nprovi ng nenu concepts, product consistency,
and operational savvy. They operate with established standards
and solid training prograns and they conduct on-goi ng nmarketing
strategies and targeted pronotions. They advertise and

nmer chandi se, and have advanced equi pnent and proven | ayout and
design principles. Mny of these operations and procedures are
not consistently found in our snackbars. Though there are sone
successful exceptions in our system the mgjority of Marine Corps
snackbar operations were designed before the fast food era (pre-
1970’ s), and have gone "untouched" or inproved in order to neet

i ncreased vol ume and expanded nmenus. This refers to food outlets
ot her than clubs, specialty houses, or restaurants.

In the past, managers responsible for the food operation
"reacted" by enpl oying many dreaded food nanagenent reactionary
errors: Establishing menus which were too |l arge, not devel opi ng
operational standards, not training, and failing to reinvest
profits to inmprove facilities and upgrade equi pnent.

Now is the time. The continued success and future profit
potential for our snackbars can and nust be achieved. Let’'s
start by elinmnating all reference to a snackbar by buil ding
nunber or area and give the food outlet a neani ngful nane.
Devel op trendy, "catchy", and regional or specific nanes and
t henes for these operations.

Snackbars nmean different things to different people. To sone,
the term snackbar means a pl ace where they buy breakfast; to
others, a place to buy lunch; and still to others, a place where
they can buy a drink or a snack. The dictionary defines a
snackbar as, A restaurant where |light neals are sold.

To the Marine Corps community, a snackbar is a restaurant that
supports sone other activity, whether it is recreational, work
rel ated, or shopping. People do not go to snackbars as
destination restaurants for an evening’ s entertai nment.

The snackbars, therefore, can be grouped into three genera
types: Exchange mall snackbars and restaurants,

i ndustrial/residential snackbars, and recreational snackbars.



The Exchange nml| snackbars and restaurants include all food
activities operated at the exchanges. They cater to the shopper
and visitor to the mall. Their hours are geared to the hours of
the mall

The industrial/residential snackbars include:

I ndustrial/ O fice Snackbars
Barracks Snackbars

Hospi tal Snackbars

Fl i ght Term nal Snackbars

The industrial snackbars cater to a linited population that is
resident to the area in which the snackbar is |ocated.

Recreati on snackbars i ncl ude:

CGol f Cour se Snackbars
Bow i ng Center Snackbars
Beach Pool Snackbars

Recreation snackbars support and enhance the recreationa
activity. Mdst recreation snackbars serve at | east beer, with
some having full liquor service. The markets are different
dependi ng on the sport.

The nmenu and the equi pnent in the snackbars varies as nuch as the
operations and the markets. Sone snackbars are equi pped
sufficiently to be able to provide full foodservice. Ohers have

not hi ng nore than soup warners. It is inmpossible to provide

gui dance for all types of equipnent. Therefore, this guide is
designed for the "grill" snackbar.

The grill snackbar is a snackbar that has a menu centered around

grilled and fried items that are prepared to order. The gril
snackbar contains an exhaust system which permits the service of
full breakfasts and |unches. Wile sone entree itens night be
prepared using convenience itens, the grill snackbar relies on

t he sandwi ch type items for the bul k of the nmenu

The grill snackbar is a sinple operation. It relies on the use
of many conveni ence itens, frozen foods, and frequent deliveries.

CHARACTERI STI CS

- Limted nenu

- Eat in, take out, and in sone cases, delivery

- Full Breakfast

- Hot and cold sandw ches

- Prepared desserts

- Soft drinks, juices, coffee, tea, and perhaps beer & wine
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- Hours as appropriate for the host function

The purpose of this guide is to offer infornation to be used by
F&H Directors, Snackbar Managers, Supervisors, and other

enpl oyees to establish high quality efficiently managed
operations that neet customer needs and are nmanaged in a

busi nesslike manner. It is intended to assist with the variety
of operations in the snackbar categories.



CHAPTER |
OPERATI ONS

SECTION 1
MENU

| nportance of Menus

A nmenu is nmuch nore than a listing of the various food itemns
being offered at the snackbar. |In fact, the establishnment of
menu itens is the base point where the entire operational cycle
begi ns. Decisions nade on what types of itens will appear on the
menu wi || affect purchasing, storage, and preparation

requirenents. In addition, revenue, food cost, payroll cost,
preparation, and scheduling will all be dependent on the type of
nenu itens that are chosen. Al in all, the menu nust be

consi dered as the focal point of the snackbar’s operation and, as
such, nust be carefully planned and i npl ement ed.

Besides its effect on the operational cycle, the nmenu nmust be
consi dered as the snackbar’s nobst conveni ent and essenti al
advertising and marketing tool. There are numerous

consi derations that nust be nade in producing an effective menu.
The key concern is that without proper attention, the nenu will
be a detrinent rather than an advantage to the snackbar

operati on.

The devel opnent of the menu involves the interaction of all areas
of the snackbar. There is no one area that demands nore
attention than another, but the lack of attention to any one area
will have an ultimate inpact on the food operation. This
understanding is critical

Menu Devel oprment

The devel opnment of a menu nust be both subjective and objective.
This neans that all nmenus nust be a conbination of both data

gat hered about nenu ideas and preferences as well as the
managenment’s intuitive reasoning. Managenment nust be given the
flexibility to devel op menus, but nust al so consider historica
sal es data, patron surveys, and other data that addresses food
sal es and preferences. There is nmuch roomfor creativity, but in
t he snackbar systemthere nust be some consideration for
conservati smin menu devel opnent. Menus nust allow for popul ar
conservative itenms, as well as creative or different itens.
These are sone of the pitfalls of nmenu devel opnent:

1. Choosing itens based only on the nenu devel oper’s
pr ef erences.

2. Lack of creativity.



3. Inproper matching of skill capabilities with nenu itens.

4. Poor organization of meal courses-confusing nenu
format.

5. Lack of consideration of equipnent.
6. Variety either too extensive or too linmted.

Menu Itens Based Only On Devel oper’s Preferences

Menu itens that appeal to the menu devel oper will not necessarily
appeal to the snackbar patrons. Consideration for custoner
preferences is a nust in nmenu devel opnment. The tenptation to

i nclude only nenu itens that one person is famliar or
confortable with nust be avoi ded. That occasional favorite dish
however, can be sold as a special to see what custonmer acceptance
will be. A conbination of custoner preference and creativity
nmust be sought.

Creativity

A menu that offers very comon nmenu itens defeats its own purpose
as an advertising and primary sales tool. Comon itens should
not be avoided, however, the menu forfeits several merchandising
capabilities by limting the nunber of creative itens. Menu item
flexibility can offer a better selection to the patrons of the
snackbar. Al though conmon itens |ike a cheeseburger will draw a
particul ar business, lack of creativity will lint the potenti al
busi ness that may come with nore interesting nmenu itens. The
snackbar operation should not strive to m ninize conplaints by
offering only common nmenu itens; instead, it should strive to
maxi m ze conplinents by offering creativity in nenu itens.

Matching Skill Requirenents with Menu Itens

The nmenu that is witten w thout considering the skil
capabilities of preparation personnel is doing the snackbar a
great disservice. The nenu should not be conmposed of foods that
cannot be sufficiently and properly prepared by the staff.
Certain nmenu items often require nore skill to prepare than is
realistically available in the snackbar. Consideration should be
given to capabilities of food preparation personnel w thout the
need for extensive training or experience.

Consi deration for Equi pnent

The nmenu shoul d be devel oped with consideration to the various
pi eces of equi pnent available in the snackbar operation. The
menu shoul d not describe items as being "charcoal broiled9u unless
the itemis actually broiled over charcoal flanes. Likew se, the
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menu should not contain too many deep fried itens if the
operation only has one deep fat fryer

Organi zation of For nat

A nmenu shoul d have an understandabl e and recogni zabl e fl ow t hat
wi Il not confuse or frustrate the custoner. The organi zation of
menu itens into groups which follow a | ogical sequence elininates
confusion in maki ng nenu item choices.

Variety of Menu ltens

The decision as to the extent of variety offered on a nenu can
have a very definite effect on the food operation in two distinct

ways. First of all, variety will affect customer acceptance.
Too little variety may di scourage while too nmuch variety nay
confuse. Secondly, variety will have an inpact on sal es and

costs. Too little variety may eventual |y di scourage repeat

busi ness while too much variety can nean over preparation, waste,
and noney tied up in inventory. Variety should be used to

encour age custoners who do not want the same nmenu itemevery tine
they visit the operation.

Snackbar Trends

What the industry refers to as the "Fast Food Expl osi on" occurred
inthe late 1960's. This explosion was fueled by an increase in
di sposabl e incone, a rise in nmeals outside the honme and the
under-24 year olds with major buying clout. They |liked casua
nmeal s, noi se, and quick service, and they had the nmoney to eat
out regularly.

By the late 1970's the same custoners, a little older, are a | ot
nore affluent. They are the "Me-Decade" adventurers who seek new
experi ences, including new foods, and eat out even nore. They go
for the exotic itenms, such as pitas and frajitas. In the 70's,
eating out was practical, as well as pleasurable. Fast food
saved val uable tine and answered the cry of the two-incone
couple: \Whose turn is it to cook tonight?

By the late 1980’'s, the fastest grow ng denographic segment was
the 34 to 45 year olds. They are sophisticated and spend nore
nmoney than ever before on dining away from home, but now they are
not as trendy as they once were. Those with new fanilies are

| ooki ng for casual, noderately priced restaurants w th booster
seats and high chairs. Qur aging baby boormers (that fanmous World
War 11 offspring generation) feels entitled to the best in health
and food.

The public has managed to convey its dining wants clearly in
recent years. When peopl e began demanding lighter, less-filling
foods, such items as, salads, chicken, and fish went on the nenu.
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They wanted to drink less and enjoy it nore, so |iquor sales
dried up and wine cellars grew. They asked for variety, grazing
portions came along to personalize the neal. Wat’'s funny is
consuner inconsistency. Health concerns created the sal ad bar
and McDonal d’s Chicken Oriental sal ad; while many of those
sweating around the jogging track were dream ng of a doubl e dose
of Chocol at e- Chocol at e cake.

Popular Itens in the Snackbar [ndustry

Br eakfast Sandw ches Br eakfast Tacos-Burritos
Deli Sandwi ches Pizza

No- Fat / Sugar Free Yogurt Gour net Cooki es

Tex- Mex Foods Frajitas

Oiental Foods Stir Fry

Chi cken Itens Fresh vegetabl es and Cheese
Deep Fried Finger Foods Speci alty Hot Dogs

Sausage Sandwi ches Sal ads

Bar becue Soup

Philly Cheese Steak Sandw ches Fresh Fruit

Classification and Types of Menu ltens

The kinds and types of menu itens planned and a conplete

br eakdown of the menu group planned are necessary to arrive at
specific food itens. Decisions about classification and types of
menu itenms have to be made. The managenent deci si on-maki ng
process must be based on market research and awareness, nenu

anal ysis, feedback and inputs fromthe staff and custoners, other
i nterested sources, and on the trends in the industry. The
following is an exanple of the thought process used to develop a
Snackbar menu:

1. dassifications of Menu G oups:

Fi nger-foods (snack-grazing itens)

Soups

Sal ads

Sandwi ches

Entrees

Si de orders

Snack items (add-on sale itens, candy, etc.)

2. Specific food itens by type:

Fi nger-food itens:

Macho Nachos

Potato skins with chili and cheese
M ni corn dogs

Deep Fried vegetabl es

Wngs 0 Fire

Chi cken Fingers



Soups:
Soup of the day
South of the Border Chil

Sal ads:

M xed G een Sal ad
Chef Sal ad

Taco Sal ad
Past a- Chi cken Sal ad

Sandwi ches:

Beef Frajitas

Speci alty Beef Burgers

G ub

Philly Cheese Steak
Gilled Breast of Chicken
Italian Sausage

Entrees:
Fried Chicken Pl ate
Shrinp Basket

Side itens:

Spicy Curly Fries

Oni on Ri ng Loaf

Pot at o Sal ad\ Col e Sl aw
Cor n-on-t he- Cob

Snack it ens:
Cooki es
Candy bars
Mnts

Candy itens
Chi ps

Fresh fruit

Menu Expansi on

The menu writer rmust identify every food and support item
necessary to produce the nmenu. All foods nust be identified;
i.e., deep fat frying oil, breads and buns, pickles, ketchup

etc. Al equipnent requirenments (large and small) to support the
storage, preparation, and service of the menu must be I|isted;
i.e., flat grills, deep fat fryers, sandw ch preparation units,
etc., and all supply itemrequirenents; i.e., paper/plastic, cups
and bow s, etc., necessary to produce and serve each nmenu item
nmust be established. The following is an outline of the
necessary tasks that should be acconplished in the nmenu

devel opnent process:

1. Ildentify the products
2. Establish your specifications
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3 Pol | potential sources/suppliers

4 Test the products

5. Estinmate your vol une

6. Determi ne storage requirenents

7 Establ i sh purchasi ng, par stock |levels, reorder, and
I
8

. Devel op standard operating procedures
9. Devel op standard recipes
10. Cost out itens
11. Determne selling price
12. Devel op pronotion, advertising, and nerchandi sing plan
13. Introduce to market
14. Anal yze success
15. Miintain...Mdify...Inprove

New Pr oduct Devel opnent

When devel opi ng new menu itemsl first start by |ooking at the

i nventory requirements of the existing nenu. The objective is to
use the established inventory for as many individual nmenu itens
as possible. By changi ng preparation nethods, offering

conbi nations, or sinply renanming itens many inventory itens can
be produced in a nunmber of different ways. From any established
menu, many spin-off menu items can be devel oped. For exanpl e,
fromthe nenu previously listed, the follow ng additional menu
items can be devel oped fromthe established inventory:

Chi cken Nachos

Basket Combo (using w ngs, corn dogs, and deep fried
veget abl es)

Soup and 1/2 Sandwi ch

Gilled Breast of Chicken Sal ad

Chi cken Frajitas

1/4 I b Ham and Cheese Sandw ch

Assorted Cheese and Hamburgers

Conbi nati on Pl ates (using Sandwi ches and Side itens)

Heart Healthy Alternatives

In recent years, through the efforts of health agencies, the
nmedi a, health and food industries, and consuner groups, we have
become aware of the potential benefits and detrinments of the
typi cal Anerican diet.

W have been presented with facts:

* As a popul ation we consunme far too rmuch fat.
* Hi gh-fiber foods aid in elimnation of excess blood fat.
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We have been presented with controversies worth further
exami nati on:

* High intake of dietary fat may be related to certain types of
cancers.

To reduce sodi um

- You may not want to elimnate salt conpletely, but consider
reduci ng the anount of salt used in recipes.

- Use | owsodium or unsalted ingredients (unsalted butter or
margari ne, |ow sodi um canned products, salt-free crackers and
cereals, |ow sodium stocks)

- Check processed foods for sodiumcontent. Purchase | ow sodi um
products.

- Use fresh neats, poultry, fish, and specially processed | ow
sodi um | uncheon neats.

Food habits are usually forned in chil dhood. These are strong
patterns of behavior but with some effort, they can be changed.

Good food and good health go together. Food with |ess fat that
not only | ooks good but tastes great is what heart healthy is
all about.

The American diet is rich in fats, cholesterol, sugar, calories,
and sodi um which in excessive anmounts may be harnful to health.
Fat makes up 42 percent of our calories. Sugar makes up anot her
24 percent of the calories in our diet.

A Snackbar operation doesn’t have to revise or change the entire
menu in order to satisfy the "health conscious" custonmner.

Si mpl e changes can be incorporated by nodifying reci pes. For
exanpl e, substitute a low fat mlk for whole nmilk, a vegetable
oil or margarine for butter or shortening, and reduce the anopunt
of salt in a recipe. Consult the experts to ensure any
nodi fi cation, change, and or addition is a qualifiable
alternative. Mst Mrine Corps bases have a dietician assigned
to the hospital or clinic who can assist you with your menu

pl anning. Additionally, there are nunmerous other sources for

i nformati on and reci pes available. Especially good is the
information fromthe American Heart Associ ation
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SECTI ON 2
RECI PES

STANDARDI ZED RECI PES

St andardi zed reci pes nmust be devel oped for each nenu item at each
of the different snackbar operations. They provide a tool to
control cost and quality of the different menu itens. Proper use
of standardi zed recipes will ensure that the nmenu itens are
prepared the sane way each time. No longer will any nmenu item be
dependent upon the talents of just one person. Any properly
trained enpl oyee will be able to turn out a consistent, quality
product by follow ng the recipe.

St andardi zed reci pes al so give us a handle on food cost controls.
Reci pes will tell us how nmuch food to order, then reduce costs by
cutting down on inventory levels. |In terns of preparation, the
reci pe gives a yield for each item maki ng preparation forecasting
nore accurate. Proper forecasting through standardi zed recipes
el i m nates waste and overpreparati on and reduces custoner
conpl ai nts because of run-outs. This ensures satisfied custoners
and reduces food costs at the same tine.

On each standardi zed recipe formcertain information is found:

Maj or ingredients of the product.

Wei ght or measure of the ingredients.
Met hod of preparation.

Name of the itemto be produced.
Yield

Portion size
*See Recipe Form Figure F-I

St andardi zed reci pes are al so useful for the follow ng reasons:

They facilitate uniformquality and taste.

They provi de predictable yields.

They require | ess supervision during preparation

They require less trained help and act as a training tool
They establish a basis for cost controls.

They el i m nate dependence on one enpl oyee.

Al'l recipes must be costed out using the operations receiving

price of the products. This is covered in section (2) of Chapter
Il under recipe cost.
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Sinple ways to Mudify a Recipe

To reduce chol esterol or saturated fats:

1. Select lean cuts of neat.
2. Serve noderate portions.
3. Replace aninal fats with appropriate substitutes.

EXAMPLES

| nst ead of Use

Butter, lard, bacon or bacon Pol yunsat urat ed nargari ne
fat, and chi cken fat or oil

Sour cream Low fat yogurt

VWhol e m | k Skim m |k

Whol e m | k cheeses Low fat cheeses

Whol e eggs Egg whites or egg

substitutes
To reduce calories or fats:

. Renove skin from chi cken.

. Lift fat fromsoups, chili, etc.

. Use water-packed canned products (canned fish, canned
ruits).

1
2
3
f
4. Use |lowfat dressings and mayonnai se.
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Reci pe forminstructions

1. Fill in nanme of product.
2. Fill in yield (nunmber of servings) and portion size.
3. List all ingredients in order of preparation in the

i ngredi ent col um.

4. List the exact amount of each ingredient by neasure (cup, |b,
tsp) in the anount col um.

5. Fill in steps of preparation in nethod area.

13
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SECTI ON 3
PURCHASI NG

Pur chasi ng Procedures

Purchasing is the base point at which merchandi se cost is
determ ned. Before any preparation of food can begin, the
purchasing of raw materials using conprehensive policies and
procedures, must occur. Although poor preparation practices nmay
destroy the quality of a purchased product, good preparation
cannot conpensate for poor quality of purchased food. The best
mer chandi sing policy cannot conpensate for uninmagi native
purchasing when it is not alerted to new products, new narkets,
and new trends. Nor can cost controls be totally effective in
production and services if buying is wasteful. Food cost control
begins at the time of purchase.

Ef f ecti ve Purchasing

The foll owi ng purchasi ng procedures are recomrended:

1. Purchase only the quantities required for maintenance of
predeterm ned stock levels at the facility.

2. Purchase only according to product specifications to
ensure consistency in the quality of food served to the custoner.

3. Use order sheet forns to list all itens to be ordered and
to record price quotations fromat |east two vendors on all mgjor
food items. Purchasing through conpetitive bidding is protection
for the buyer and secures the best quality at the | owest price
of fered.

4. Make conparisons of food quality and yield in relation to
price; the lowest bid is not necessarily the best buy.

5. Purchase by wei ght whenever possible; state mininum
wei ght acceptable in containers on purchase specifications.

6. Avoid bargains as a general rule, but encourage vendors
to contact you whenever they believe that they have an
exceptionally "good buy."

7. Purveyor meetings should be by appointnment only and used
to introduce new products and obtain additional informtion on
products and market conditions.

8. For high cost items and high volune itens (such as neats,
certain produce, and staple goods), maintain a spreadsheet,
tracking the unit costs of the itens and carefully watch for
price volatility and fluctuations.
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Pur chasi ng Gui de

The foll owi ng guides should be foll owed when purchasi ng:

1. Plan ahead. Bei ng under pressure of atine limtation
can result in accepting what is offered rather than preferred.

2. Buy itens that are in season and fit the budget and
operation.

3. Buy quality, but buy for specific needs.

4. Do not rely on one conpany or purveyor to give all the
best buys.

5. Buy the size itemwhich gives the best quality and | east
wast e and where possible, are in the unit of issue.

6. |If cost effective, buy in terns of the ready-to-eat
portions.

7. Buy canned itens by the edi ble drained weight.
8. Buy according to specifications.
9. Buy according to wei ght whenever possible.

10. Consider the use of conveni ence foods. Convenience foods
are products that are prepared from frozen, or have had sone
preparation or full preparation done before purchase. These
foods have a definite value in reducing the |Iabor cost of food
producti on. Managenment should nake a determination if the
conveni ence foods and | abor savings maintain cost effectiveness
when considering the possibilities of an increased food cost for
these type of itens. Food quality would have to be another
consi derati on when purchasi ng conveni ence foods.
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SECTI ON 4
SPECI FI CATI ONS

SPECI FI CATI ONS

A purchase specification is a concise description of quality
(grade, conposition of contents, purchase units, size, weight,
count, or packing) and, sonetines, place of origin desired for a
particular item The description shall be detailed enough to
convey to the vendor, as well as to the person receiving the

mer chandi se, what is wanted and expected to be delivered.

While it is desirable to have virtually all food itens included
in purchase specifications, it is obligatory that najor neats,
seaf ood, and those conveni ence foods, staples, and canned goods
which are used in substantial quantities definitely be specified
in witing.

Sui t abl e purchase specifications require the foll ow ng
i nformation:

1. Exact trade or common nane of item
2. Quality (grade, appearance) expected by the buyer.

3. Variable specifics of the product (i.e., "age" for neats,
"syrup density" for canned fruits).

4. Portion sizes.
5. Packagi ng requi rements
6. Delivery conditions (include tenperature).
See Specifications Form Figure F-2
Two general policies recommended for food specifications are:

1. Al neats, neat products, poultry, poultry products, and
fish purchased must be government inspected.

2. Only pasteurized mlk and m |k products shall be
pur chased.

17



Instructions for conpleting the Specifications Form

1. Review sanple and bl ank form

2. Wite in category (neat, poultry, fish, produce, etc.) space
provided for in front of specifications for purchasing and
recei vi ng.

3. Fill in date, with day-nmonth-year in the date area.
4. ltem Nane colum - wite in product you want purchased (be
specific; i.e. boneless chicken breast).

5. Brand Nane colum - wite in commobn nane | abel (Del Monte,
Hunt s) .

6. Gade colum - wite in grade of quality according to the
appropriate category. Each food category has its own gradi ng
code.

7. Weight, size, pack, count colum - wite in exact
denom nation of the item (be specific - #10 cans, 24 pcs per box,
6 0z pcs).

8. Purchase Unit colum - wite in how product is purchased and
units within (case, box, - 24 box per case, 6-#l 0 per case).

9. Check the forminformation with the invoice for receiving
pur poses.
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SPECI FI CATI ONS

Date 1-28-92
POULTRY
BRAND WGT, SIZE PURCHASE
ITEM NAME NAME GRADE PACK, COUNT UNIT
Chickens, Whole, Fresh, Tyson A 2 1/2 1b CASE
w/0 neck or giblets, 2 fryers

1/2 1b fryer

16 head/case
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SPECI FI CATI ONS

Date 1-28-92
NONPERI SHABLES
BRAND WGT, SIZE PURCHASE
ITEM NAME NAME GRADE PACK, COUNT UNIT
Flour, all purpose, Gen. 25 1b bag Bag
bleached, enriched
Pimientos, canned, red, - A 2 1/2 can Case
whole 24~ 2 1/2 can
Salt, Iodized, Table Morton 2602 Case
container

24-260z count
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SPECI FI CATI ONS

Date 1-28-92
DAl RY
BRAND WGT, SIZE PURCHASE

ITEM NAME NAME GRADE PACK, COUNT UNIT

Butter, Lightly salted, A 11b print Case
30 lb/case

Milk, Whole, homegenized, A 1 Gallon Gallon
Vit A
Cream, Light, Ultra- A 1 0t Quart
Pasteurized
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SPECI FI CATI ONS

Dat e 1-28-92

VEGETABLES
BRAND WGT, SIZE PURCHASE
ITEM NAME NAME GRADE PACK, COUNT UNIT
Mushrooms, Fresh, White No. 1 10 1b box Box
Large
Green Peppers, Sweet, No. 1 Medium - 2 Case
Fresh, Calif, Bell 1/2 in.
diameter
24 1b/cs
22

Figure F-2




SPECI FI CATI ONS

Dat e
BRAND WGT, SIZE PURCHASE
ITEM NAME NAME GRADE PACK, COUNT UNIT
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Figure F-2




SECTION 5
FOOD PREPARATI ON

FOOD PREPARATI ON

Food preparation is one segnent of the food service operationa
cycle. Foods of the finest quality can easily be destroyed
during preparation if proper procedures are not followed. The
specific food preparation factors which influence ultimte
product quality include:

1 St andar di zed reci pes.

2 I ngredi ent wei ghts and neasur es.

3. Sufficient and properly cared for equipnent and utensils.
4. Tenperature cooking guidelines.

5. Production sheets to ensure proper ampunts are schedul ed
preparati on.

6. Know edge of cooking techni ques.

for

Food preparation in snackbar operations invol ves cooking.
cooki ng occurs when heat is applied to food products to change
t heir appearance, taste, texture, or palatability. A few of the
nost conmon snackbar cooki ng techni ques are:

BOL - to cook inaliquid in which bubbles rise and break
at the surface, 212 degrees Fahrenheit for water at
sea | evel

BROL - to cook under or over direct heat some or nuch of
which is radiant heat. Broiler tenperatures begin at
about 450 degrees Fahrenheit and go as high as 580
degrees Fahrenheit. Temperatures on the food surface
may be as | ow as 300 degrees Fahrenheit and stil

good broiling action occurs. "Gilling" is not
i nt erchangeable with "Broiling" but has been so used
inthe past. Gilling is a termused to indicate

sauteing on a griddle.

DEEP - to cook in hot fat which is deep enough to
FAT FRY completely cover the item

GRIDDLE - to cook on a griddle, a flat metal heating surface.
Food is placed directly onto the griddle, fat may
or may not be added according to the fat content of
t he food.
GRILL - to saute; grilling was used interchangeably with
broiling but is no |onger.
STEAM - to cook by the action of steam by exposing food to

t he steam
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M CROMAVES

Anot her form of "heat transfer" used in food preparation is

el ectronmagnetic radiation in the formof nmicrowaves. M crowaves
cause water nolecules in food to vibrate rapidly causing heat to
be produced. The heat produced by the agitation is what cooks

t he food.

The m crowave has limted use in snackbar operations. Foods that
are cooked in the mcrowave still need to be finished by
conventional means in order to produce the desired results, such
as browning. The mcrowave can be used for different things

i ncl udi ng:

Reheati ng of cooked foods.

Thawi ng frozen foods.

Softening stale bread itens.

Mel ti ng cheeses.

Fi ni shing hot sandwi ches.

Heati ng soups, sauces, and gravies.

ook wNE

SANDW CH PREPARATI ON

Sandwi ches may be served hot or cold, with or wi thout gravy, open
faced, grilled, and deep fried. 1In all sandw ches, there are
four basic components:

Br ead
Spr ead
Filling
Garni sh

PN PE

CGeneral Suggestions for Preparation of Sandw ches

1. Two and one-half to three ounces of filling is generally
sufficient for a sandwich. This may be portioned using sliced
nmeat wei ghted on a scale or using the proper sized scoop

2. Meat should be sliced very thin and stacked high between the
br ead.

3. Cut sandwi ches into different shapes exposing the filling.
This is an effective merchandi sing tool and alerts the guest to
what the sandwi ch is nade of.

4. Use different varieties of bread when maki ng up sandwi ches.

Different breads make attractive, interesting displays and cater
to the individual tastes of your custoner.
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RolI's, French and Italian, whole wheat, nulti-grain, rye and
punper ni ckel , croissants, bagels, flour/corn tortillas, english
nmuf fins, and pitas are great varieties of bread.

5. Protect the bread with a thin |layer of whipped butter. This
will prevent absorption of filling into the bread naking it

soggy.

6. Do not use nayonnai se or tonmatoes on sandw ches whi ch nmust be
held for long periods of tinme. This causes soggi ness and nay
cause health problens. Provide these itens separately for the
customer’s sel ection.

7. Wapping the sandwich with a clear plastic wap will prevent
the bread from dryi ng.

8. Use an attractive garni sh on sandwi ches nmaki ng sure that the
garnish is appropriate.

9. Keep filling under refrigeration until time of service. Be
especially careful with fillings that contain mayonnai se.

10. Pay particular attention to sanitation in the preparation of

al | sandw ches, checking the work habits of the personnel
preparing them
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SECTI ON 6
SERVI CE

| MMVORTANCE. The overall inpression that a person has of the food
outlet is probably not very good if the service is terrible even
t hrough ot her factors receive top marks.

Most people indicate, and results of studies agree, that of al
the factors that contribute to the enjoyable dining adventure in
any type restaurant, service is the nost inportant.

STANDARDS FOR SERVI CE PERSONNEL

CGuests develop attitudes fromthe way a service or wait person

| ooks. The appearance of a service person is very inportant to
the patron as well as the nmanager or supervisor. Service
personnel nust |ook clean, neat, and natural. This means wel
brushed teeth, clean hands and nails, clean and properly fitted
cl ot hi ng, clean polished shoes, cosnmetics in good taste, clean
neatly arranged, grooned hair, and jewelry if worn should
indicate sinmplicity. Service personnel nust bathe daily and use
an effective deodorant.

SERVI CE PREPARATI ON

TABLE SET- UP

For nost snackbar operations this will be salt, pepper, napkin
hol ders and a variety of other condinents if package servings are
not used. The eating ware will be located at the service stand.

| NSPECTI NG MENUS
To ascertain that a patron is not given an incorrectly priced,
uncl ean, or tattered nenu, they must be inspected prior to each

serving period.

BRI EFI NG THE SHI FT

Al'l personnel should be assenbled prior to each shift for a short
briefing. These briefings are to increase the conmuni cation
bet ween managenment and service personnel. Briefings should
i ncl ude:
1. Changes in procedures.

2. Menu changes and daily speci al s.

3. Station assignnents
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| NSPECT THE SHI FT

Service personnel are to be inspected either before or after the
shift briefings. Points to be checked are:

1. Uniforms

2. Hair

3. Shoes

4. Personal Hygiene

| MVPORTANCE OF ORGANI ZATI ON

Careful pl anni ng and organi zati on nmean snmooth and effici ent
service to patrons

Bei ng wel | organi zed assures the serving of nore guests by either
cafeteria style or order and wait service.

Pl anning their work builds confidence in personnel because they
know what to do and where to do it.

VELCOM NG THE PATRON

The reception of patrons when entering the snackbar sets the
stage for the visit. First inpressions are |lasting. Enployees
nmust be polite, friendly, and gracious to convey to the patrons
that they are not only wanted, but wel coned.

CLEAR THE TABLE

When self bussing is not the required nethod for renoving soiled
items, enployees nmust ask if everyone has finished eating before
the renoval. Renopval nust be fast but careful. Tables nust be
cl eaned after each seating. Scraps or crunbs dropped on the
tabl e should be wi ped or brushed onto a bussing tray. This
prevents the residue fromgetting on the floor or chairs.
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PO NT OF SALE

The cash register requirenents for the snackbars are fairly
sinmple. These registers nust conply with the genera

requirenents to be established by MARSPTACT for all point of sale
registers.

The point of sale registers should have the follow ng
capabilities:

- Pre-Set Capabilities. Each nmenu item should be assigned
a distinct total category and key on the register with
the price of this itemautomatically entered when the key
i s depressed.

- Pre-Set Key Totals. Totals should be captured for each
preset key.

- ltemDescription. A name or an abbreviation should be
printed each tine the preset key is depressed. This will
descri be each item purchased

- Department Keys. Present categories should provide totals
for different departnents.

- Communi cation. The point of sale nust have the capability
of communication in ASCIlI format. This can be through
recorded node, polling, or on line.

- Intelligence. Each term nal should be independent and
intelligent.

The intent of these requirenents is to have the snackbar fit
within the overall paranmeters of the information systemfor MAR
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SECTION 7
MARKETI NG

MARKETI NG

Mar keting can be thought of in two ways. The first and nost
obvious is that marketing is the active selling of goods or
services. The second way is that marketing is all enconpassing.
It includes the product, the service, and the facility as well as
the active selling. Everything about the operation presents a
positive or negative inpression. This inpression is part of
marketing. In this definition, everything nust be coordinated to
create a positive inmge

Concept

Every food service operation should have a concept, whether this
be a sinple all American snackbar, or a fancy French restaurant.
Trying to market a restaurant without a concept is like trying to
steer a ship without a rudder. There is no direction

The concept for a snackbar can be very sinple. It can be just
the all Anerican snackbar that specializes in hanburgers and hot
dogs. Wth this sinple concept, nane, design, decor, nenu,
packagi ng, uniforms, and the active marketing program can be
coordinated to present a unified image to the customer. Al of
t hese nake up the concept.

Nane

The nane for a snackbar is very inportant. It should be
distinctive and contribute to the overall marketing effort. The
nane can relate to natural elenments, such as a great view,
history, or activities nearby, such as a rifle range or airstrip.
It can also be related to the food served, such as a sub shop, or

Italian snackbar. 1t should not just be "Building 32 Snackbar."
Desi gn

The design of the snackbar should be coordi nated and take

advant age of the concept. |If there is a great view the snackbar
shoul d have windows; if there is going to be hand tossed pizza,
the custoners should be able to see the show

Decor

The decor of the snackbar nust be coordinated with the concept.
The decor shoul d enhance the concept. This includes the tables
and seating, the wall treatnments, and flooring. For exanple, an
Italian snackbar should be done in red, white and green, not in
bl ue and yel | ow.
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Logos

People identify with synbols that represent a conpany. The
gol den arches of MDonald’s are recogni zable and visible on
everything that they have, uniforns, signs, packaging, etc.
Snackbars on Marine corps installations should al so have
recogni zabl e | ogos. These shoul d appear on the bags, napkins,
unifornms, signs, etc. One of the first things that nust be
acconpl i shed once the nane of the snackbar is decided is to
devel op a | ogo.

If you want a professional |ooking |ogo, hire a professional

A |l ogo represents your snackbar. It is displayed on everything,
with the hope that it will reinforce a positive dining experience
of the patron. |If the logo is designed by an amateur, it nmay

| ook amateurish. Hre a graphics designer to devel op the design
of the logo and the application of the logo to all the materials
that you want.

There are two general sources of graphics design in the snackbar
envi ronnent, the paper goods suppliers and i ndependent desi gners.
The decision as to which to use depends on the extent of the
applications for the design. |If the logo design will be limted
to the di sposable supplies only, a supplier can provide the
design service. Nornally, there is a charge for this service
although it will usually be less than having an i ndependent

desi gner devel op the 1 ogo. The supplier, however, may want to
keep the ownership of the design, which means that you nust
continue to purchase all your paper products fromthem as |ong as
you want to use the design. It is inportant that the conmand own
t he design, even though it may cost nmore initially. The conmand
is free to seek conpetitive bids for supplies.

If a wide application of the logo is planned, such as signage,
uni forms, paper supplies, and furniture, it is inportant to have
t he desi gn devel oped by an independent designer. The independent
desi gner can devel op the applications of the logo fromthe
out si de sign to business cards.

Packagi ng

In nobst snackbar operations with dining areas, the packaging is
the tabletop. Thus it must be coordinated with the decor and
enhance the decor, not detract fromit.

Packagi ng is one of the nost inportant marketing and operati onal

aspects of a snackbar. It is the visual presentation of the
snackbar that the customers take with them Packagi ng serves two
functions: it holds the itemthat is sold and it advertises the

snackbar. Thus, a bl ank package wi thout the name of the snackbar
does not hing for adverti sing.
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The types of packaging that are sel ected depend on the operation

the menu, storage availability, and cost. 1In addition
environnental considerations may play a part in the selection of
the types of packaging. |If you are going to |logo sone or all of

your packaging, there are two things to renmenber that will reduce
the costs of the packagi ng:

- Milti-use packages can reduce the costs by |owering
the variety that needs to be printed.

- In sone specialized packages, such as pizza slice
boxes, it will nost likely be cheaper to have
stickers printed and use them on pl ai n packages,
rat her than having a package printed with a | ogo.

Uni f orne

Uni forms professionalize a snackbar. A snackbar with enpl oyees
in street clothes |looks like it is not ready to serve the public.
The uniforms should carry-out the theme of the design. The
colors should conplinent the colors of the snackbar.

Al t hough unifornms are needed, they do not have to be expensive.
In sone operations the uniformcan consist of an apron and a hat.
In others, a shirt, hat, and apron are nore appropriate.
Recommend all food and hospitality enpl oyees be dressed in a
basi c pattern of black or beige pants and white shirts/bl ouses.
Then col or coordi nated and possibly | ogo enbroi dered aprons and
hats may be added. Enployees nmay be noved from one operation to
anot her w thout having to change the basic uniform

Menu

The nmenu is an inmportant marketing tool. Both the itens

t hensel ves and the nenu presentation are part of the marketing.
The nmenu nust agree with the concept. It should not be fancier

or sinmpler than the concept. The presentation of the nenu,
whet her printed or displayed should fit with the decor and the
anbi ence.

Devel opi ng Marketing and Pronption Prograns

Marketing is the icing on the cake. Although a snackbar is much
sinmpler than a club in ternms of marketing, it is wise to have a
coordi nated marketing programfor all snackbars. Wiile a
snackbar can be very good in all the operational elements, if it
is not marketed, it will not thrive. People need to know that

t he snackbar exists and is exciting and constantly i nproving.

Most Marine Corps snackbars have steady clientele. This
clientele needs to be reninded of the availability of the
snackbar and excited about its changes. Marketing is nore than
advertising. It includes advertising, public relations, enployee
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rel ations, customer relations, internal pronotions, word of nouth
canpai gns, and social directing. No anpbunt of marketing,

however, will nmake a poor snackbar successful. The snackbar nust
of fer good basi cs.

The purpose of any marketing plan or programis to increase
sales. There are several ways to increase sales:

I ncrease the Frequency Getting your current
custoners to visit your
operations nore frequently.

Attract New Custoners Enl argi ng your custoner base
by attracting new people to
your snackbar.

I ncrease the Check Average |Increasing the anmount your
current custoners are
spendi ng. This can be done
in one of two ways, either
"Upselling" themto
hi gher priced products or
motivating themto buy
nmore products (food,
mer chandi se, etc.).

Changi ng Days Getting your current
custonmers to visit your
operations on a different
day than they currently do
If some customers will visit
on sl ow Mondays rather than
very busy Saturdays, you
wi Il have nore business
overal |

Your marketing must be focused. Any marketing effort, program or
pl an nust have a specific purpose. For exanple, your snackbar
could be introducing a new nmenu. Before devel opi ng a marketing
program the purpose and goals nust first be identified.

There are two types of marketing, | NTERNAL MARKETI NG - (the
mar keti ng of the snackbar or promotion within the facility) and
EXTERNAL MARKETI NG - (the marketing of the snackbar or
pronmotion outside the facility).

| NTERNAL MARKETI NG PROGRAMS

Internal marketing is an often overl ooked marketing opportunity.
I f your snackbar is providing a good custoner experience, it is
easier to bring a custoner back for another day or time. It is
harder to attract a new customer for the first time
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Your snackbar should have several different internal marketing
goal s.

Be specific when devel opi ng your internal marketing goals. Make
sure they work for your operation

When internally marketing your operation, there are several tools
or techni ques you can use.

* Pronotional Posters and Cal endars - Al graphics should
be professional and attractive. Keep the target custoner
in mnd when designing posters and cal endars. Take the
time with your graphics supplier to make certain the
artwork, layout, and colors reflect the tastes of your
target customers for the pronotion

* Dynam ¢ Verbal Selling by the Staff - Wen cross-
promoting your snackbar, your staff is your best asset.
For your staff to be effective, however, they mnust
be extrenely dynamic and energetic. They should
suggestively sell. For exanple, when a customer orders
only a hanmburger, the staff should ask if he would Iike
fries and a drink to go along with the burger.

* Bounceback Coupons - Bounceback coupons are used to
noti vate custonmers to cone back at another tine. For
exanpl e, if your Tuesday breakfasts are slow, you can
devel op coupons good for 50% of f egg items on Tuesday
nmorni ngs. These coupons are distributed to custoners at
[ unch or other busy tines.

* Frequency Prograns - Frequency prograns are used to
notivate customers to cone nmore often. For exanple, you
can provi de a coupon that is punched each tine a custoner
orders lunch. Wen custoners receive the designated
nunber of punches, they get something such as a food
item T-shirt, soft drink, neon beer sign, etc., for
free.

* Prize Drawi ngs - Your club can give numnbered
"raffle-tickets" on weekends and ot her busy nights for
a prize drawing to be held on a slow night. Oten your
suppliers can provide the prize(s) for these prograns.

* Vi deo Messages or Commercials - If your bowing center or
golf course has a video systemw th a character or
nessage generator, you can send pronotional announcenents
(video only, no sound) throughout the building. If you
do not have a character or nmessage generator but do have
a video cassette deck and access to a video canera,
you can nake "conmmercials.”
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Internal nmarketing prograns nust be on-going. Mnagenent nust
have the ability to create enployee priorities. |If you create
cross-marketing and sales priorities, your enployees w Il devel op
a pronotion and sales "state-of-mnd."

EXTERNAL NMARKETI NG PROGRAMS

Your external marketing prograns should include the follow ng
el enent s:

* Print Advertising - There are several different
publications on base that are read by your target
audi ence. Included are the base paper and possibly
an MAR newsl etter.

* Public Relations - Public relations activities can yield
great results. There should be constant press rel eases
going to all base publications and other publications in
the community. Press releases should be distributed for
the foll owi ng events:

The nanes of contest winners
New pronoti ons

New managenent

Managenment pronoti ons

Physi cal changes to the snackbar

*  CROSSVARKETI NG

Crossmarketing can take place within MAR but outside the
snackbar. This can take place through the distribution
of flyers at the exchange, the gas station, recreation
activities, or at some of the clubs.

No sal e should take place in MAR without taking
the opportunity to pronote another sale.

DEVELOPI NG A MARKETI NG PLAN

If it is worth marketing, it is worth devel oping a marketing
pl an.

No marketing takes place w thout a plan

Al t hough a sinple operation, even a snackbar requires a marketing
pl an to achi eve positive results of a marketing program A
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mar keti ng pl an shoul d be devel oped for a year, around the
activities that occur on the installation operation or around
hol i days.

The marketing plan should identify internal and external prograns
for each pronotion or daypart. GCeneric marketing efforts that
focus on the snackbar "as a whole" are not as effective as

specific prograns that target specific people for specific
pronoti ons or events.

The best way to begin your nmarketing plan for a snackbar is to
get an annual calendar. Cite the holidays and any events that
take place that give you an opportunity to pronote, such as back
to school or spring fling days. Then find where there are no
hol i days to take advantage of and create specials or pronotions
that will provide excitenent and generate business.

When conducting marketing efforts, notes should be logged in a
"marketing log book." 1t should contain information about al
marketing efforts. What worked and what did not? Wich

mar ket i ng prograns shoul d be done again, which should not?

The | og book should contain as rmuch factual information as
possi bl e, such as the actual custoner counts for the period that
the effort was in effect. This |og book will be an excell ent
source of information when you are devel opi ng your next marketing
pl an.

Pronoti onal |deas

Pronoti ons nay need to be geared to the three general types of
snackbars, recreational, shopping, and workplace. Wth this in
nm nd, the followi ng pronotion ideas are offered:

* MEAL DEALS - The custoner gets a bargain if they order a
conplete nmeal. i.e. Hamburger, French Fries, and a Soft
Drink. The reduction in price would al nost give them
the drink for nothing. This could work in all types of
snackbar environments. For exchange operations, this could
be at lunch or at some other tine of the day. For
wor kpl ace operations, this could be a breakfast special to
buil d breakfast business. For bowing centers, it could be
used to build dinner business.

* SHOPPERS SPECI AL - Designed for the exchange nal
operations where the shopper would get a reduced price
drink by showi ng a receipt fromthe Exchange. This
could be used with a coupon run in the base paper to
establish controls.

* EXCHANGE SALE SPECIALS - Tie into the specials that
are offered in the store. Sone ideas m ght be:
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-  Fish Sandwi ch Special for the fishernmen' s sale.

- Reduced Price Drinks in your own squeeze bottle
during a bicycle sale.

- Specials for nothers, or fathers during nother’s or
father’s day sal es.

- Egg specials at Easter

* FOOD OR ETHNI C SPECI ALS - This coul d be done around
t he seasonal tinmes of the year, such as a
Strawberry Festival that would feature special
desserts at a val ue price.

* SEASONAL AND SPECI AL HOLI DAYS - Cel ebrate as much as
possi bl e. Use every holiday and season. The
following is a list of holidays and seasonal days that
coul d be highlighted:

- GCinch de Mayo - Mexican Specials
- Flag Day - War a Flag pin and get a discount.
(Sell flag pins in the exchange)

- Al American Fourth

- Beach Party - sodas by the sandbucket

- Cctober Fest - Wirst Day

- Colunbus Birthday - Italian Food Festiva

- Marine Corps Birthday - Sell drinks in special
pl astic cups

- UnTurkey Day - Day After Thanksgiving - Hanburger
Speci al

- Boxing Day - Day after Christnas - Everybody with
their own box for a carry-out order gets a 10 percent
reduction in price.

- Washington's Birthday - Cherry Specials

- St. Patrick’s Day - Everyone wearing green (other
than Marine Green) gets a special price on corned
beef sandwi ches.

- FEaster - People in purple get a free grape drink

MENU BOARDS

Menu boards serve two very inportant functions for snackbars:
- Providing informati on about items & prices
- Selling

Customers need to be infornmed of what is offered and what mi ght
be on special. It is not sufficient to scratch a note on a piece
of paper and say this is a sign. Menu boards should not be
handwitten on posters or sheets of paper, provided by a beer
conpany, or provided by a soft drink conpany. The menu boards
nmust be:
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Prof essional ly supplied
Easily read

Modul ar in design so that it can be changed easily
Washabl e
Back lit

Have slide in nenu strips and prices so that the
itens and the prices can be changed easily.

Prices nust be separate fromthe itens so that
prices can be changed i ndependently.

Can accept photo panels so that itens can be
advertised or | ogos added.

Nurrer ous conpani es supply menu boards that neet these

requi renents.

t he col or

schene of the interior of the snackbar.
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CHAPTER 11
SECTION 1
CONTRCLS

RECEI VI NG

Good receiving practices are an inportant part of a food cost
control system Proper purchasing techniques and well witten
specifications are of little value if receiving control at the
back dock is poor

Every purchase nust be inspected for quality, quantity, and

wei ght agai nst the invoice which acconpani es the order and the
order form prepared by the purchaser. A conplete set of

pur chasi ng specifications should be located in the receiving area
at all tines along with order forns for pending orders.

After products received have been verified, the weight and
gquantity will be entered on the copy of the activity’s order
form The receiver will sign the order formalong with the
vendors invoice verifying that the delivery was found
satisfactory. |If any variations exist, the receiving personne
nmust ensure that all documents are annotated before signing the
order formor vendor’s invoice. The food purchaser should be

i nformed i nredi ately of any deviations fromthe order form

Whenever possible, order by weight and receive by weight. This
includes citrus fruit and npst vegetables. Scales nust be
| ocated at the receiving area to verify all deliveries.

Sanpl e vegetables fromthe middle of crates and boxes. In
addition to weighing nmeat, check to see if it conplies with the
specifications indicated on the order forms. At this point, any
di f ferences between the unit of issue ordered and those received
nmust be resol ved.

The recei ving person should be trained to recogni ze good quality.
The best training resources are purchasing specifications that
are devel oped and approved by managenent for each food product.
Managenent should train all pertinent personnel to be aware of
the follow ng problenms created by inadequate receiving
procedures:

1. Vendors sending inconmplete shiprments without credit
slips.

2. Shipping nmeats w thout the proper specification
3. Adding ice or water to a product to distort the weight.

4. Using excessive packing material to distort the weight.
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5. Placing the best food on top and the poor quality on the
bott om

6. Increasing the anpbunt of food delivered over the anpunt
ordered so the purveyor can increase sal es.

7. Repacking food into crates that are marked on the outside
with weights or counts in the hope that they will not be
checked.

8. Selling day old bread and bakery products instead of
fresh.

9. Selling itens that are close to expiration dates such as
m |k, chips, etc.

10. Receiving personnel accepting the delivery w thout
verifying weights or counts

11. Receiving personnel who do not have a copy of the
pur chasi ng specifications or the order docunent to verify the
delivery.

If any of these problenms occur, the receiving personnel mnust

i nf orm managenent i mredi ately. Good receiving practices should
reduce tenptations of dishonesty by either the purveyor or
activity enpl oyees. Managenent nust spot check receiving
procedures periodically to ensure conpliance with all set

pr ocedures.
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PRCODUCTI ON SHEET

Production sheets are an integral part of the preparation cycle.
From the production sheets, all information pertaining to the
days’s nenu is recorded. Tinely and accurate forecasting should
all ow the food preparation staff to prepare the anount of food
necessary for the day’'s operation. Forecasting nenu supply

i ngredi ent requirenents is based upon information gathered from
past nenu cycles and the history of the operation. For exanple,
on specific days of the week during the past year, a certain menu
itemsold exceptionally well. This figure is recorded so that on
the next cycle, accurate nenu supply ingredient figures can be
determ ned. Keeping records such as these will prevent runouts
and excessive waste causing both custoner dissatisfaction and

i ncreased costs.

In order to further refine nmenu supply ingredient requirenments
for the next cycle, a history of each major menu itemis recorded
on the product requirenent sheets. A colum is provided for
anmount prepared, amount |eft over, or time the itemran out.
These colums will indicate whether the required product quantity
was accurate and will provide sufficient information to correct
the forecasts for the next cycle.

Why bother to plan food production? Froma cost of goods

st andpoi nt, you plan food production so that you won't have
either leftovers or premature runouts. Leftovers drive food cost
up; runouts keep sales down. Both affect cost of goods
percentage for the operation.

You must al so plan food production so that food is ready when
patrons want it. To do that, your kitchen enpl oyees mnmust start
preparations early enough (but not too early or payroll costs go
up), and have the ingredients they need to work with. The food
production plan hel ps you work all this out.

When do you make a food production plan? You nake it up to a
week in advance. That gives you enough tine to nmake up work
schedul es, order the food, and correct any problens the plan
brings out.

Gat her things needed to nmake a good food production plan

* Menu for the day(s) you are working on.

* Schedul e of events form show ng the day(s) you are worKking
on.

* Bl ank food production plan sheets.

* Scatter sheet for the same day(s) last tine nenu was
served.
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* Party contracts for the day(s) you are working on

* Any clues about base novenent, payday, reservations,
conpeting activities, or other things that could affect
your business that day(s).

Product sheets are excellent training tools. Wen properly
filled out, they can serve as instructional material for the food
preparation personnel. They force the kitchen enpl oyees to
adhere to portion control policy and to use recipes for all nenu
itenms. Each departnment within the kitchen will recieve a copy of
t he appropriate product sheet.

Successful use of product sheets depends on nanagenent input and
constant supervision. Wen used correctly, however, they provide
the operation with an excellent form of control

Instructions for conpleting Food Production Sheet Form

1. Review Sanple and bl ank form

2. Wite the date when the Food Production Sheet will be used in
the Date area.

3. Wite the week number and day nunber (exanple; week 3 - day
2) of the cycle menu or the contract nunber (if for catering)
in the Menu Nunber area

4. Wite the neal period (breakfast, lunch, dinner, etc.) in the
Meal Period area.

5. Wite who is to prepare the itemin the Preparer col umm.
6. Wite the menu items to be prepared in the Menu Item col um.

7. Wite the recipe nunber of the itemto be prepared in the
Reci pe Number col um.

8. Wite the portion size of the menu itemto be prepared in the
Portion Size col um.

9. Wite the forecasted amobunt of the itemto be prepared in the
Forecast Anmount col um.

10. Wite how many batches (tines) the itemwas prepared in the
Bat ches colum. This can be determ ned on an as needed basis
and recorded during the preparation of the item

11. Wite in the number of portions left over or the time the
itemran out in the Left Over/Time Qut col um.
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12. Wite in the difference between how many portions of the
item were prepared (forecasted anount plus batches) and how nany
portions were |left over in the Amount Sold col um.

13. Wite any note or comments in the Special Instructions
col um.

43



FOOD PRODUCTION SHEET

DATE

/[-28- 92

MENU NUMBER wWeek 3. DAY A

MEAL PERIOD L UACH

MENU RECIPE|PORTION | FORECAST|BATCHES |AMOUNT|LEFT OVER/ SPECIAL
PREPARER| ITEM NUMBER|SIZE  |AMOUNT |PREPARED|SOLD |TIME OUT INSTRUCTIONS

Tim CREPELS B-4 |3esch | 30pear. | 1 25 | 5 pear LEFTOVERS FoR DesserT
Tohn mhyn .MRQ P-6 {9032 30 peer, | 1 25 5 poar VSE LEFToweR Fok Byfoyee WedL
Tim crRepm savce |5-1 | Doz 4O poer | L 25 5 pesr SAVE cEFTovces ok DiAWER

T epeenpeans V-4 | Yoz | 40O poar | 122 150 | 10 par | o corens ves o rivaen
Tohn  |scavop Prames| S=/0 | Hor [ 20 porr | L pYo X WAL

Tohn  liowoow aroie (M-( (loz Mpoer_ |11 35 | Sreer

Figure F-3
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FOOD PRODUCTION SHEET

DATE

MENU NUMBER

MEAL PERIOD

PREPARER

MENU
ITEM

RECIPE
NUMBER

PORTION | FORECAST

SIZE

AMOUNT

BATCHES
PREPARED

AMOUNT | LEFT OVER/
SOLD TIME OUT

SPECIAL
INSTRUCTIONS
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Instructions for filling out Production Order Form

1

10.

Fill in heading

A. Date - day, nonth, year
B. Menu nunber
C Meal - Breakfast, |[unch, dinner

Preparer - Nane of person who prepares the nenu item
Menu Item - Name of itemto be prepared.
Rec. # - The recipe nunber for the itemto be prepared.

Portion - Size of the portion (60z, |Ipc, 2 cups, etc.) of the
i tem prepared

Forecast - Predeterm ned nunmber of portion’'s of the itemto
be prepared.

Prepared - Actual number of portions of the itemthat were
pr epar ed.

Sold - Nunber of portions of the itemthat were sold.

Leftover/tinme out - Nunmber of portions of the itemthat are
left over or the time the itemran out.

Special Instructions - Any thing that needs to be noted about
t he product.
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Retail Accountability

Retail accountability is an internal control that enables
managenent to determne if what is missing fromthe inventory was
or was not paid for

Retail accountability is established to control high pilferage
itenms or any itemwith a predeterm ned accountable unit of sale.
Exanpl es woul d be a candy bar, a can of soda, a bottle of beer, a
package of cigarettes, etc.

If itens are not prepackaged as those |listed above, managenent or
t heir designated personnel can establish nmethods to preportion or
prepackage itens in-house. Prepreparation plays an inportant
role in establishing this control. As an exanple, portions of
nmeat can be separated by wax paper. Managenent counts the
portions before the shift and then again at the end of the shift.
The nunber of portions missing is multiplied by the selling price
of that particular nmeat item i.e. roast beef sandw ch. Thi s
answer represents the total noney that should have been recorded
on the cash register for that item

Managenent should review the nenu itens and determ ne what shoul d
and should not be controlled through retail accountability. Once
this determ nati on has been made, managenent shoul d establish

cash register controls to coincide with the retai

accountability. Mnagenent nust ensure that the itens controlled
through retail accountability are isolated on specific cash

regi ster keys. It is very inportant that no other sales are
recorded on these isolated keys or the information obtained from
the control will be useless.

To be an effective managenent control retail accountability
shoul d be conducted on at |east a weekly basis.

Wor k Schedul es

A work schedul e nust be prepared for each enpl oyee assigned to
the operation. The schedule should reflect the foll ow ng
i nformation:

1. The schedul e peri od.
2. The day and date should be reflected for each schedul ed
day.

3. The enpl oyee’s name and position.

4. The beginning or starting tine that the enployee is to
begi n wor k.
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5. Any schedul ed breaks. Note: all breaks should be
schedul ed.

6. The ending tinme, which is the tine the enployee is to be
conpletely finished with their assigned duties.

7. The total hours that the enpl oyee is assigned to work in
a particular day and the total hours assigned for that
particul ar schedul e.

8. Days off or |eave periods should also be reflected on the
schedul e.

Managenment nust eval uate each position and determ ne the hours
needed to conplete the shift. Mnagenent nust ensure that set up
and break-down tines are recorded on the schedule. |f managenent
determ nes that the foodservice worker requires half an hour of
preparation prior to opening, this half an hour nust be reflected
on the schedule. Mst inportantly, the manager should review
timecards to ensure the enpl oyees are abiding by their assigned
schedul e.

Managenent nust be careful not to schedul e enpl oyees for
overti ne.

The Food and Hospitality Standard for | abor in a snackbar is
23- 28 percent.

Guest Checks

Unl ess the activity is equipped with a Point of Sale cash

regi ster system guest checks nust be used. Even if all controls
are successfully used on purchasing, receiving, storage, and
preparation of food, nanagement mnust be assured that patrons
paynments reach the cashier and are recorded on the cash register

A single prenunbered guest check can be used by a snackbar
operation. These guest checks are usually designed with a
serrated tab. The tab is prenunbered corresponding wth that
check, and should be torn off by the counter staff and given to
the custoner. This nunber is called when the order is ready for
pi ck up.

Managers or their designated representatives will issue guest
checks to enpl oyees recording the nunbers on a | ocally produced
control sheet at the beginning of each shift. At the end of the
shift, all unused guest checks nmust be turned in and the | ast
nunber used verified with the |last guest check number turned in
by the cashier.
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Scatter Sheets

Scatter sheet control nust be maintained by the activity nanager

A scatter sheet lists each itemavailable for sale. At the end
of the shift the manager or designated person will record the
nunber of times each individual itemhas sold. On nobst cash
registers this information can be easily obtained fromthe

regi ster tape.

The information obtained froma scatter sheet will enable
managenent to identify item popularity which becones a tool for
forecasting and food production.

O her uses of a scatter sheet are as foll ows:

1. Menu revision. |If a particular itemshows an inability
to sell, a decision should be nade to either delete the itemfrom
the menu or to change the itemto inprove sales.

2. Preparation. The history of sales reflected on scatter
sheets will enable foodservice workers to determ ne how nuch of a
particul ar item should be prepared for the specific neal period.
This information can greatly reduce probl ems experienced with
wast e and excessive |leftovers. It also enables the kitchen staff
to operate in a nore efficient manner.

3. Inventory control. The scatter sheet will reflect the
nunber of times an itemis sold. This information should agree
with the usage data obtained froman actual inventory. As an

exanple, if you began with 50 hanburger patties and the scatter

sheet reflects 10 hamburgers and 10 cheeseburgers sold, then 30

hanburger patties should still remain in the inventory. If these
figures do not agree, it is a signal that problens nmay exist in

your activity.

4. Sal es mix. Scatter sheets can al so hel p managenent track
or identify the sales mix. Wen devel oping the scatter sheet
form each nenu itemcan be listed by food cost category. For
exanpl e, group all 30 percent food cost itenms together, 40
percent, 50 percent, etc. Wth this information managenent can
revi ew past scatter sheets and determ ne what the activity's
overall food cost should be. |If the activity is operating with a
hi gh food cost, it is possible that the sales m x has changed and
the majority of the sales are accounted for in the high food cost
category.
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| nvent ory
Set - up

Al'l storage areas nust be clean and organi zed. All partial cases
shoul d be enptied and the itens shel ved.

Refrigerators and freezers nust be equi pped with proper shel ving
and food itens stored in an organi zed manner

Dry goods nmust be separated from paper products, cleaning gear
and other non-inventory itens.

Shel ves may be | abeled to assist in nmaintaining organization

Par stocks should be devel oped to prevent over stocking or
premature run-outs of inventory itens.

Devel op an intensive and continual training programto ensure
that all pertinent enpl oyees understand set policies and
procedures. This training should include proper purchasing,
receiving, rotation of stock, and the actual procedures for
conducting the inventory.

One of the nost inportant phases of setting up an inventory is

the tine developing the formitself. To expedite and sinplify

the inventory process, the forns should be prepared listing the
items to be inventoried as they appear on the shel ves.

It is very inmportant that the unit to be inventoried coincides
with the unit cost posted on the inventory form For exanple, if
the itemis listed by the pound, it must be inventoried by

wei ght, and the unit cost posted to the inventory nust be by the
pound.

Posting the correct unit price is vital to maintaining an
accurate inventory. A perpetual pricing sheet can be devel oped
to account for the current and correct unit price. This sheet is
controlled by a designated person. Wen itens are received they
are imediately verified between the order formand the vendors

i nvoi ce. Once found satisfactory, the docunments are signed and
the items properly put away. The vendor’s invoice will reflect
the unit price of the itens received and this information is
updated on the perpetual pricing sheet. This procedure wll
ensure that current unit prices are always maintai ned.

It is very inmportant that the proper tine is devoted to setting
up the inventory. Several aspects of the operation are directly
rel ated to proper inventory procedures and each of these avenues
nmust be addressed. Supervision, training, and follow up are
instrumental in devel oping this phase of the inventory.

50



Pr ocedur es

The inventory nust be conducted at |east twice a nonth. This
requi renent will enable managenent to identify problemareas in a
tinmely manner rather than waiting for the activity's profit and

| oss statenent at the end of the nmonth. Nornmally a P&L statenent
is not received at the activity until one or two weeks into the
new accounting period. Managenent’'s ability to isolate or
resol ve existing problens is severely inpaired because of this
del ay.

Recommend the activity manager be involved in the actual taking
of the inventory. This opportunity allows the manager to
identify the kinds of food being used along with eval uati ng par
stocks, inventory turnover, proper storing procedures, etc.

As a mnimum two personnel should be involved in the physica
count of the inventory. The manager and a designhated person such
as the cook would be an ideal situation

One person should be designated to call out the item by name and
then by unit of inventory, and the other person will record this
i nformati on on the inventory sheet while spot checking the
accuracy of the count.

Accuracy is the main objective during this phase of the

i nventory. M scounts, inproperly recording the unit of

i nventory, and incorrect pricing are the |eadi ng causes of
i nventory error.

Once the inventory is conpleted, it nust be extended to detern ne
the value of the inventory at hand. This can be acconplished
manual |y or by conputer. Once this information is obtained the
process of determining the activity' s food cost for that
particul ar i nventory period can begin.

The formula for determining the activity’s cost of goods is as
fol | ows:

BEG NNI NG | NVENTORY + PURCHASES AND TRANSFERS | N ( DI RECT

DELI VERI ES, REQUI SI TI ONS, AND | SSUES, ETC.) - TRANSFERS OUT AND
ENDI NG | NVENTORY = COST OF GOODS SOLD.

COST OF GOODS SOLD DI VI DED BY SALES = COST OF GOODS PERCENT.
This information provides managenment with the basic tools
necessary to identify trends which may determ ne the success or

failure of the operation.

The Food and Hospitality Standard for cost of goods in a snackbar
is 30-35 percent.
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Stabilizing the activity's food cost is often the |eading
chal l enge for the activity manager. Some causes of fluctuating
and unacceptabl e food costs are:

Incorrect inventory; i.e., count, extension, posting.
Portion control problens.
Qutdated pricing of nenu itens.

Wast e.

Proper and accurate inventories will enabl e nmanagenent to
identify certain trends and probl em areas and nost inportantly
wi || provide managenent with a necessary tool to begin
corrective action.

The desired inventory turnover ratio for nobst snackbar
Qperations is two tines or nore per nonth. An inventory that

i ncreases in value may indicate that the purchaser is allow ng
too much inventory in storage. An excessive inventory is
considerably more difficult to control reduces storage
availability, and represents nmoney on the shelf that should be
in the bank.
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SECTI ON 2
STANDARDS

Reci pe Cost

Reci pes are the foundation for all purchasing efforts, for
devel opi ng additi onal recipes, and for all costing efforts, which
is the starting point for nbst nenu item cost cards.

St andar di zed reci pes:
* Ensure the custoner receives a consistent quality product.
* Facilitate uniformquality and taste.

* Provide predictable yields and establish a basis for food
and | abor cost controls.

* Require | ess supervision during preparation
* Act as a training tool
* Elimnate dependence on a single enployee.

The informati on on a recipe includes ingredients, quantity,
portion size, and preparation techniques, from assenbling and

m xi ng to the actual cooking and presentation of the food itens.
They shoul d be the step-by-step, ingredient-by-ingredient blue
print for a food item s production and service. The devel oper of
the reci pes nust ensure that they are sinple and understandabl e
to all pertinent enpl oyees.

Managenment nust ensure that enpl oyees abide by all set procedures
and follow the reci pes designed for the operation. Managenent
nmust al so ensure that recipes are kept current and adjusted
accordingly to reflect any changes to the menu item or specific
products.

To cost out a standardi zed recipe, follow these procedures:

* List the ingredients and quantities of the recipe as
prepared, in order of use

* Determine the cost of each ingredient (frominvoices,
price lists, inventory sheets, etc.). These costs and
units of measure must be the sane

* Enter the total cost of each ingredient by nultiplying the

cost per unit (oz, |Ib, ea) by the nunmber of units
required.
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* Add each itemis total cost to get the total cost of the
recipe.

* Divide the total cost of the recipe by the nunber of
portions served to get the cost per serving.

* |f the itemis sold as a la carte, its selling price would
be based on this cost. Oherwise, when the itemis a
conponent of a neal, its cost would be carried over to a
nenu item cost card.

Item Cost Cards

Item cost cards, containing portioned ingredients at cost, tota
cost of item itemselling price, and gross profit percentage,
nmust be maintained for every item sold including specials.

Item cost cards nust be reviewed at |east quarterly and
appropriate adjustnents nmade. Sone exanpl es of necessary

adj ustments woul d be change in product whol esale price, change in
portion size, and change in ingredients.

The followi ng fornulas are provided for determ ning cost data,
pricing, and percentages:

* Sales ($2.50) m nus cost of goods (.75) equals the gross
profit ($1.75) of that particular nenu item

* The item s gross profit ($1.75) divided by the selling
price ($2.50) equals the gross profit percentage (70%.

* The itemi s cost of goods (.75) divided by the selling
price ($2.50) equals the cost of goods percentage (30%.

* Note that the cost of goods percentage (30% when added to
the gross profit percentage (70% always equals 100
percent.

Portion Control

Portion control begins with the neasuring of ingredients. |If
this is not done correctly, then all the tine and effort to
accurately cost out your recipes is worthless.

Portion control is the measurenment of portions to ensure the
correct anobunt of an itemis served. |In order for portion
control to be carried out, cooks and servers nust be fanmliar
with the established portion sizes. Portioning standards shoul d
be recorded on the standardi zed reci pes, menu itemcost cards,
wor ki ng nenus, and posted in production and service areas.
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There are several nethods of portioning food which nay be used

i ncl udi ng wei ght scal es, purchasing properly sized gl assware and
tabl eware, procurenent of food itens such as neat products which
are already cut or canned to specific portions, and nost

i mportantly, the use of properly sized serving utensils.

Managenment’s responsibility is to ensure adherence to the

sel ected portions. Training sessions with enployees to explain
the inmportance of portion control are vital. Fol | owi ng t he
portion control guidelines will help stabilize the activity's
food cost, establish consistency in food production, and help
elimnate waste and | eftovers

Menu Pricing

There are several nethods to deternmine the selling price of nenu
itens. No one nmethod will be successful all of the tine,

t herefore, food service managenent should use a conbi nation of
met hods to price menu items. This pricing procedure is critica
to a successful food operation. An easy formula for determ ning
the selling price of a menu itemis by dividing the items cost of
goods by the desired cost of goods percent. Additional factors
to consi der when deternining the eventual selling price are:

Prices in the local community; the conpetition.
The anticipated item popularity.

Profit objectives.

Pat ron base.

Menu pricing nust be based on the cost of ingredients used to
produce a nenu item Keep in nmind, that all items on the nenu
cannot have the sane food cost percent. A well balanced nenu may
have a portion of |ow cost, high gross profit itens; medi um cost,
medi um gross profit itens; and high cost, |Iow gross profit itens.
Monitoring and adjustnent of this mix will result in obtaining
desired goal s.

Price determination involves a know edge of how sim larly priced
and quality itens have sold in the past, why customers pay a
certain price for an itemat conpetitors facilities, and what

di stingui shing characteristics the food and hospitality service
facility has that will allow for flexibility. Know edge of past
performances and acceptance levels is inportant in analyzing
market flexibility in menu pricing.
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Food and hospitality activities conpete with local restaurant and
fast food establishnents. Mnagenent’s awareness of this
conpetitive environnment is critical to menu pricing. The
on-base food service facilities nust capitalize on their
conveni ent |locations in conbination with conpetitively priced
nmeal s. Conpetitive pricing alone will not suffice. As wth
other factors and consi derations, conpetitive pricing nust be
acconpani ed with high quality food, pleasant atnosphere, and
friendly, efficient service. The nost devastating effect on a
food operation, however, is a nenu that is nonconpetitively
priced. The establishnment of selling prices is the responsi-
bility of the manager and nust be consistent with MAR policies.
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SECTI ON 4
TRAI NI NG

| NTRODUCTI ON

Training in a snackbar can be very sinple, since the tasks
perfornmed do not need a great deal of technical skill. On the
other hand, training is one of the nost inportant duties that the
manager of a snackbar has. | F AN EMPLOYEE | S GOOD ENOUGH TO

H RE, THEY ARE GOOD ENOUGH TO TRAIN. A well trained staff can
hel p nake noney for the snackbar. Some of the reasons for
training are

Lower Turnover -- Well trained enpl oyees becone | ess
frustrated and are confident in what they do. They enjoy
their jobs nore.

I ncreased Productivity -- Well trained enpl oyees can
produce faster, serve nore customers, and thus increase
sal es.

Fewer M stakes and Accidents -- Well trained enpl oyees

make fewer m stakes and thus have fewer accidents.

I ncreases Custonmer Count -- Courteous service is a
skill. \When custoners are served good food properly and
courteously, they will return, creating repeat business.

Less Pilferage -- Well trained enpl oyees devel op pride
and affiliation with the operation. This reduces the
i kelihood of pilferage.

Better Enployee Recruiting -- A well run operation wll
attract good enpl oyees that want to take part in the
trai ni ng program

THE FOUR STEP APPROACH TO TRAI NI NG

Most snackbar training is not classroomtraining but on-the-job
training. This does not nean, however, that the training is not
pl anned or is left to osmbsis. On-the-job training should be

pl anned and include training aids to assist in the |earning
process. On-the-job training should follow a four step training
procedure. These are universal to alnmpst any training activity:

- Prepare the person for instruction
- Present the task

- Try out the performance
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Fol | ow up
The four key el enents of these are:

1. Prepare the Person for Instruction. The trainer nust
first prepare the trainee for instruction. This includes three
key elenents to nmake the trainee fully receptive to | earning:

- Put the trainee at ease. Reassure the trainee that
the task can be learned with reasonable effort and
that you are interested in hel ping them

- Explain the job and its inportance. WMake certain
that the enpl oyee understands the inportance of the
task and the job. The enployee will be nore
interested in | earning when they see the
i mportance of the task and their job to the whole
pi cture.

- Create interest. Don't assune that the person is
interested in learning the task because it is part of
their job. Atrainee’'s interest will increase
when t hey understand the personal advantage of
the training. This can be a good opportunity to
i ntroduce the subject with a training video

Trai ni ng vi deos can be obtained from comerci al
sources or the Navy MAR Training Unit at NAS

Pat uxent River. (A listing of training videos

avail able from PAX is included at the end of this
section). In some cases, it may be better to devel op
honmemade vi deos that show the specific snackbar in the
film What these videos |ack in professiona
presentation, they gain in being specific to the
operati on.

2. Present the Task. Once the trainee appears to be ready
for instruction, the trainer should present the task. The
following are the nost inportant elements in presenting the task
to the trainee:

- Gve an overview of the task. Qutline the el enments
and steps that make up the task.

- Explain and denpbnstrate one step at a tine. Don’t
hand a nanual to an enpl oyee. Take the enpl oyee
along one step at a tine and the enployee will |earn
nmor e qui ckly.
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Stress key points. Enployees nust be told what the
job is, howit is to be done, and why it is to be
done that way. Stick to the key points and don't
digress with uninportant details. They only confuse
t he enpl oyee.

Don't teach too nuch at one tine. Teach the enpl oyee
only what he or she can absorb at one tinme. Do not
overload them it’s a waste of tine.

Use sinple | anguage. Make yoursel f understood. That
is the principle of |anguage.

Al'l ow di scussion. People learn nore from di scussion
than they do froma lecture. Pernit the trainee to
ask questions. People think nore during a

di scussion and | earn nmore when they think

Set a high standard. Do not expect a trainee to do a
first class job after a second class denonstration.
When an enpl oyee wat ches sonet hi ng done correctly,
they consider it a denonstration of expected
performance. Set a high standard that will guide an
enpl oyee’ s future perfornmance

G ve reasons for the nmethods and procedures. People
| earn better when they understand sonething. Reasons
for methods and procedures give the enployee a better
under st andi ng and the enployee will retain the

know edge | onger.

Denpbnstrate one step at a time. Concentrate on one
step until the enployee has learned to do it well.
Then proceed with the next step. Don’t teach
everything at one time. It will only confuse and
frustrate the enpl oyee

No Sea stories. Don't give the enpl oyee unnecessary,
superfluous details. They only confuse.

3. Try out performance. After the enpl oyee has been shown
the job, have the enployee try out the task. The follow ng are
some of the key elenents to renenber when permitting the trainee

to try out

the j ob:

Have the trainee do the job. Everyone learns from
doi ng. Have the enployee begin with the sinple tasks
and work toward the nmore difficult. This will give
the enpl oyee a sense of success. By doing the job
right, the enpl oyee builds the self-confidence that

i s necessary for success.
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- Have the trai nee explain howthe job is done. This
will ensure that the enpl oyee understands the job and
the reasons for the way it’'s done. |If they have to
explain it, they will understand it better and it will
reinforce their |earning.

- Avoid criticism People want to | earn but they don’t
want to be criticized. Don't get nmad when a trainee
does sonet hing wong. People |learn fromtheir
m stakes. Let themlearn. Show the trainee how it
m ght be done better. Correction becones instruction
when done in a friendly way.

- Conpl i ment before correcting. Al ways find sonething
to conplinment the trainee on before correcting them
Conpl i ments encourage the trainee to want to | earn

more. It also hel ps devel op better enpl oyee
relations and create a positive atnosphere for
traini ng.

- Let the trainee do the correction. First conplinent
the trai nee and ask how they m ght have done the
job differently. Not only will the unpl easant ness
of criticismbe elimnated, the trainee may have sone
very positive ideas on how the task could be done
better than the current nethod.

- Continue until the trainee knows the job. Have the
enpl oyee do the job over and over until you’'re both
sure they know the job.

4. Fol | ow up. Fol lowup is very inportant since it takes
t he average person three tines before they know the job. Bad
habits can develop if not corrected. Good followup can prevent
bad habits. Sone suggestions in followup are:
- Allow the trainee to do the task on their own.
- Encourage questions fromthe trainee
- Check performance as often as needed, but as the

person beconmes nore proficient, the need to check
shoul d be reduced.
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AREAS FOR TRAI NI NG

VWiile there are nany areas that require training, the follow ng
hi ghlights the areas that nay be particularly inportant to the
snackbar operati ons.
- Orientation
- Hospitality and Courtesy
- Saf ety
- Sani tation
- Cashi ering
- Counter Service
- Si de Work
- Gilling
- Deep Fat Frying
- Sandwi ch Preparation
- M cr owavi ng
- Sal ad Preparation
- Beverage Service
O her areas may be included in the training programs. Many of
t he above areas shoul d be devel oped at the local |evel to neet
t he needs of the individual snackbar. Some areas are applicable
to all activities and outlines are included bel ow.
Oientation. Enployee orientation is one of the nost inportant
phases of enployee training. It is the tine that the new
enpl oyee is receptive and wants to make a good inpression. New
enpl oyees want to know as much about the job as they can so that
they can fit in. They will also feel slighted if they do not
receive training, and are left to fend for thensel ves. Sone of
the items to cover in enployee orientation are:
- Hours of Operation
- Enpl oyee Rules (not covered by personnel)
- Uniforms, Groom ng, and personal appearance

- Unit orientation
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- Where to change

- Introduction to fell ow workers

- What the job entails and its inportance

- Buil ding teamwork

- Training prograns

- Career advancenent

- Planned work schedule for the first pay period
Hospitality and Courtesy. Hospitality is an opportunity to show
our guests that we really appreciate their business. Courtesy
fosters hospitality. Some people are naturally friendly and
out goi ng, others may be as friendly but are shy. W nust train
t hese shy people to denonstrate their friendliness to the

customer. The followi ng describes some of the tasks in training
peopl e to be hospitable.

* Knowi ng what makes the snackbar successful
Enmpl oyees need to know the phil osophy of why the
snackbar is successful

The continued success of any restaurant
is that its custonmers think of it as
the place to eat.

* The inmportance of each custoner. All snackbars exi st
for the purpose of serving their customers. It is
important to create a friendly atnosphere for our
custonmers. Qur enpl oyees need to know that we want
to make our custoners our friends.

A stranger is a friend that we have not had
the opportunity to neet.

* Taking Pride in the operation. Enployee pride is
contagious. It is the special quality that
contributes to a pleasant dining experience. Wen
we feel good about ourselves, our products, and our
service, our custoners feel good about our snackbar

* Pronpt attention. The first inpression is the
| asting i npression. A sinple greeting goes a |long
way toward a satisfied customer. It lets the guests
know that we are glad to see them One of the
followi ng can get the ball rolling.

- "Hi, welconme to the Exchange snackbar"
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- "May | take your order please?"
- "How may | hel p you?"

* Eye Contact. Eye contact conmuni cates
sel f-confidence, acceptance of the custoners
and a sincere willingness to serve them

* Fol  ow-up. Followup is very inportant to conpleting
t he guest experience. Sone sayings include:

- "W hope you enjoyed your neal."
- "Thank-you, please cone back and see us."
- "W appreciate your business."

Don't just ask if everything was all right when a
custoner |eaves. Try and remenber what the custoner
ordered and say:

- "1 hope you enjoyed your steak-n-cheese."

It is inpressive to the custoner and appears
much nore sincere than just asking if everything was
all right.

The exact wording is not inportant. It should be
something that is natural to the enployee. It is
much better to have someone naturally say, "You'l
hurry back" than to have themsay in a stilted
fashi on, "Thank-you, please come back and see us."

As the ads say "Just do it." Have the enpl oyees say
something. Train themto talk, coach them and
encourage them You will be surprised at the
results.

TRAI NI NG RESOQURCES

The Navy Morale, Wl fare and Recreation Training Unit naintains
Medi a Resource Center which contains nunmerous audiovi sua
presentations that can be used for food service training. The
resource center holdings are available to Marine Corps MAR at
$400 per commend per year and permt use of each tape for a two
week period. This will pernit the commands to at |east review
the videos, filmstrips, etc., and participate if they fit into
the training programfor the snackbars.
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The followi ng are sonme of the hol dings of the Media Resource
Center that nmay be applicable to snackbar personnel training.

- A COOL HEAD FOR SALADS

- A PASSI ON FOR CUSTOVERS

- ALCOHOL SERVER RESPONSI BI LI TY

- DEEP FAT FRYI NG

- DI NI NG ROOM SAFETY

- FOOD SAFETY I'S NO MYSTERY

- FOOD SERVI CE COURTESY

- KITCHEN FI RE SAFETY

- KITCHEN KNI VES - SAFE AND EFFI Cl ENT USE
- PORTION CONTROL - A TEAM EFFORT

- PREVENTI NGABURNS | N THE KI TCHEN

- PREVENTI NG CUTS AND STRAI NS

- PREVENTI NG FALLS

- SANDW CH PREPARATI ON AND PRESENTATI ON

- SANI TATION & HYA ENE - THE BASI C RULES
- SANI TATI ON & HYA ENE - WHY THE | MPORTANCE?
- SANI TATI ON & HYA ENE FOR DI NI NG ROOM PERSONNEL
- SERVI NG BEER

- SHORT ORDER COOKERY

- THE ART OF BRO LER COOKERY

- THE M CROMAVE OVEN
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CHAPTER 111
SECTI ON |

PHYSI CAL PLANT

LAYOUT AND EQUI PMENT SCHEDULE

PREAMBLE

You nmust be know edgeabl e of the requirenents involved in food
production. This section of the guide provides you a basic
under st andi ng of kitchen | ayout and design principles. It
identifies many | arge and snal| equi pment requirenents of
snackbar operations and expl ains many of the inportant procedures
and requirenents in determ ning and pl anni ng food production

The opportunity for you to participate in a total kitchen design
or new construction may never happen. Necessary inprovenents on
any existing kitchen's | ayout and desi gn, however, can be made by
addi ng a new equi pnent item renoving an item and/or rearranging
exi sting equiprment. You nust be able to evaluate a kitchen in
terns of cost efficiency, time and notion, space utilization, and
production flow. The ultinate objective is to lay out and design
or redesign a kitchen that enables the staff to get the product
fromthe back door to the customer with the | east anount of
effort. Kitchen |ayout and design or redesign are a teameffort
fromstart to finish

Under st andi ng Kitchen Layout and Design

A menu idea and concept, the type of food, neal periods and
service dictate the kitchen’s design, not vice versa. Kitchens
nmust be viewed and eval uated as assenbly |ines where cost

ef ficiency, space utilization, and worker productivity are the
keys to a successful operation. Figure F-4, Snackbar Operation
Layout, depicts the basic principles that will be addressed in
this section.

Kitchen fl oor plans nmust provide snooth flowing continuity to and
fromall activities. Here are sonme inportant rules that should
be foll owed:

- Mnimze the amount of enpl oyee backtracki ng and
crosstracki ng.

- Adequate receiving area nust be provided.
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- There nmust be sufficient storage space adjacent or
convenient to the receiving areas, and to the production
area(s)

- The processing, preparation, and advance cooki ng area,
"heart of the house", should be centrally |located in the
kitchen. It supports all the other areas.

- The poi nt-of -purchase (POP) order preparation and serving
area, "the frontline", should be |ocated adjacent or
parallel to the "heart of the house" and the dining area.

- The clean-up function that includes busing, warewashi ng
and storage, in support of the frontline and service
area, should be | ocated adjacent to, and convenient to
t hese activities.

- The pot and pan washing area is best functionally grouped
wi th the warewashing activity, and should be | ocated
adj acent or convenient to the kitchen

- Mnimze hard-to-cl ean areas, narrow ai sles, and fl oor-
nmount ed equi pnent.

- Light fixtures should be enclosed and "flush" in the
ceiling. Floor construction should include sloping floors
to floor drains positioned throughout the kitchen

- Purchase new equi pnent with casters, and/or install casters
on exi sting equipnent itens. Equipnent itens,
wor k counters, tables and stations equi pped with casters
(wheel s) allow for flexibility, inprove worker
productivity, enhance space utilization, and inprove
ability to clean around the equipnent.

Addi tional ly, quick disconnects for gas equi pnent should be used
to enhance the flexibility and mobility of these equipnent itens.
The qui ck di sconnects nake it possible to change or rearrange the
configuration of a kitchen to easily adapt to changi ng production
requi renents.
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Eval uate Your Qperation

"Everything has its place and every place has a purpose." The
functional grouping of tasks, work stations, and equi pnent is the
ultimte objective. Kitchen design revolves around the anount of
space allocated or available. Kitchen space is used in tw ways,
for physical occupation and novenent. This total space depends
on the anmount and type of equi pnent needed to produce the

requi red foods. Overcrowding and congestion nmay be the result
froma poor initial design, meal production requirenents that
exceed present capabilities, the failure to functionally group
tasks and equi pment, or retaining obsolete or under used

equi pnment. A kitchen that is to small for the |l evel of food
producti on may cause health and safety hazards, such as poor
ventilation, tenperature extrenes, and enpl oyee backtracki ng and
crosstracking. On the other hand, |arge open areas are usually
not efficient. Tine and energy is wasted wal ki ng and
transporting items over |ong distances. Conmunication and
supervision is hanpered, and it costs nore to clean, heat, |ight,
and maintain. Wth either extreme, the need for the maxi num use
of existing and pl anned equi prent, flexibility, and nmobility is

i nperative. Smaller kitchens are often nore efficient than |arge
ones because of the necessity of planning each work station in
detail and the elim nation of steps. A key point is "time and
nmoti on efficiencies" of the staff, and the relationship between
producti on and service flow The organization of equipnent as it

relates to flow throughout the kitchen is a major concern. |If
you can save a person from an individual task, you increase
efficiency. |If a cook has to walk 10 feet to reach into a

refrigerator to get a product, that’s inefficient. But, to
design or redesign a facility so the cook only has to turn around
or turn to one side or walk three feet to get that same product,
this inproves productivity.

Fi gure F-4, Snackbar Operation Layout, includes many outstanding
work flow efficiencies. |t makes use of space (840 sq. ft.), and
i ncl udes many poi nt - of - purchase and sel f-service principles vita
in stream ini ng snackbar operations. Equiprment schedule for the
| ayout is at Figure F-5
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EQUI PMENT SCHEDULE

Qry | TEM DESCRI PTI ON REMARKS
1 1 Mop Si nk *1
2 2 Dry Storage Shel ving
1 3 I ce Machine w/ storage bin
1 4 Three Conpartnent Sink
1 5 Slicer *2
1 6 Slicer Stand, Mbile *2
1 7 Wal k-in Refrigerator and
Freezer Conbination
5 8 Wal k-i n Shel ving
1 9 Preparation Table *3
1 10 Hand Si nk
1 11 Fire Suppression System
1 12 Dunp Station w Heat Lanp
2 13 Deep Fat Fryers
1 14 Giddle
1 15 Menu Board
1 16 Burner Top Range w oven
1 17 Sel f C eani ng SS Exhaust
Hood w/ Ai r Make- up
1 18 Mobi | e Cook and Hol d Oven
1 19 Cash Regi ster
1 20 Fruit Juice Di spenser
1 21 Soft Serve Machine
1 22 I ce Tea Di spenser
1 23 Cof f ee Machi ne
1 24 Soda St orage Rack
1 25 Beverage Di spenser wice
st or age
1 26 Di spl ay Cabi net
1 27 Hot Dog Roll-A-Gill
wi th Bun Storage
1 28 Toast er
1 29 Refri gerated Sandw ch Unit
1 30 Tray Di spenser
1 31 Slide Rai
1 32 Servi ng Counter
1 33 Wl | Shel f, Set
1 34 Bever age/ Condi ment Count er

*1 Heavy duty nop bucket may be substituted.

*2 Not required for outlets supported by MAR Conmi ssary Centra
Food Support.

*  Two 48" x 30" tables may be substituted.
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SECTI ON 2

GENERAL LAYOUT AND DESI GN PRI NCI PLES

Del i very and Receiving Area

Space is required for the delivery and receipt of all food itens,
supplies, and equipnent. The frequency of deliveries (per week,
per day), and the nmaxi nrum and m ni nrum si zes (wei ght and vol une)
of deliveries nmust be evaluated. Goods access is dependent on
adequat e vehi cul ar access (parking turnabout area) and vari abl es
such as vehicle height to dock height. The Ioading dock should
be | arge enough to accommodate the receiving, handling, and
tenporary storage of deliveries. The dock should be covered
protecting the receiving function fromthe el enments of nature,
with both stairway and ranp access. Exterior doors should be
solid, secure material at least five feet in width, six feet in
hei ght, with flush door mounts. Doors nust be designed to secure

effectively with a panic-hardware self-closing device. |n many
facilities, additional security may be required and al arm systens
i nstall ed. Speci al consi derations nust be given to the upkeep

and |l ocation of the delivery/receiving area in relationship to
base beautification. Well-nmaintained chainlink fences with view
i nhibitors or a redwood privacy fence are both useful in blocking
this area fromview and provi ding additional security.

Equi pnent pl anni ng and consi derations for the receiving function
are:

- Adequate drai nage with sl oping driveway

- Rubber bunpers (protecting delivery trucks and the dock)
- Water taps with pressurized hot water

- Mop and broom racks

- Fly (air) curtains

- Hand carts, handtrucks, and dollies

- Hydraulic lift (if necessary)

- 200 I bs scale (built-in flush mounted or nobil e)

- Work counter or desk

St orage Areas

The main storage areas (dry, refrigerated, and freezer) should be
| ocated adjacent to the receiving areas, and at the sanme floor

| evel . Space must be provided for initial receiving, weighing,
nmeasuring, and for the pre-storage preparation of produce, meat,
and other bulk shiprments prior to utilization. An ideal |ayout
for I arge operations provides for wal k-in and wal k-t hrough
refrigeration, freezers, and dry storage areas accessible
directly fromthe delivery and receiving area, on through to the
preparation area(s). Frozen neats and other frozen food itens,
once identified for production, should be afforded adequate
refrigerated storage for thawing prior to preparation. The thaw
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or holding refrigerator(s) should be adjacent to the freezer(s).
Mai n and i n-use storage areas mnmust be controlled. Limted access
to the storage areas, with fixed responsibility, nust be set up

I n-use storage should be designated to directly support
preparation, production, and service activities. Operating
instructions clearly establishing controls nust address
receiving, storing, and issuing to and frommai n storage areas,
to in-use storage and preparation areas.

Shel vi ng

St orage shel ving shoul d be adjustable for maximum flexibility.
Sonme shel ving shoul d be wi de enough to store cases; e.g., #10
cans. Mbile shelving, such as can racks, and sheet pan racks
can be utilized effectively. Select shelving after carefully
eval uati ng your storage areas and your requirenents. The | owest
shel f should be at |east 10 inches off the floor, the highest not
nmore than 72 inches or 18 inches fromthe ceiling. Shelves
shoul d have a wei ght capacity of 50 I bs. per cubic foot. Most
bulk items (sugar, flour, potatoes, etc.) are stored best in bulk
contai ners. Food nust not be stored on the floor.

Supply routes

Supply routes shoul d provide adequate wi dth, with dedi cated
transport aisles located parallel or perpendicular to working

ai sl es and not through them They should serve severa
departments at one time. Crossover traffic between work areas
nmust be minimzed. Flush doornmounts (threshol ds) should be used
at door openings. Trash cans should be positioned out of the

ai sl es and under work counters designed to house them

Dry Food Storage Areas

These areas should be protected fromsweating walls, dripping

pi pes, subsoil danpness, and screened agai nst mice and vernin.

Wor kt abl e(s) shoul d provide for rough portioning of supplies.

W ndows are undesirable since they pronote overheating during the
day and condensation at night. NOTE: An imnportant consideration
is the location of ice machines. 1ce machines in support of
producti on and service need to be |ocated convenient to these
activities, but out of the "hot" kitchen. The extrene heat of a
ki tchen causes ice machines to overwork and shortens their useful
life.

I n-Use Storage Areas

I n-use storage areas should be | ocated adjacent to each work area
or station they support. Reach-in, pass-through, undercounter
refrigerators and freezers are nost often used. Functiona
groupi ng and mobility shoul d be considered. Food production
requi renents dictate the need for advance preparation prior to
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the serving periods and storage in holding refrigerators. Wen
carts are used for storage, they should be of a size that all ows
the whole cart to be wheeled to and fromthe hol ding
refrigerators to the production and service activities. Each

i ndi vidual operation’s production requirenents determ nes the
nunber, size, and anount of in-use refrigerated and freezer

st orage space necessary.

Prepar ati on/ Producti on Areas

The Heart of the House. This nmain production area should be
centrally located to support the service area. Bulk food
preparation is perforned here: fromroasting, baking, and bul k
frying; to soups, salads, and garni shes. Equipnment utilized in
this preparation area may include: conventional, convection

sl ow roast, and hold ovens; deep fat fryers, flat griddles,
ranges, work counters wth drai nboards and sinks, slicers,
supporting refrigerators and freezers; pots and pans, and utensi
racks. O course, not all kitchens will be equipped with al
these listed items. The need for specific equipnent itens is
dependent of your nenu(s). Equipnent |ayout nust be evaluated in
ternms of functional grouping and production flow.

Sufficient work tables and counter space nust be provided in
addition to refrigeration and freezer storage space. The cooks’
wor k counters and supporting equi pnent shoul d be cl ose together
but must provide enough space for opening of ovens. Heat
produci ng equi pnent nmust be vented under an exhaust hood. There
are only a few exceptions to this requirenent, sone slow roast
and hold ovens, are an example. |If you're able to plan and
purchase a new system carefully evaluate your existing and
future menu/ equi pnent requirenments. Qher areas to consider when
eval uating the "heart of the house" are equipnment nobility and
the central |ocation of:

- Slicers
- Deep fat fryers
- Refrigerators and freezers

Al'l support utensils, pots and pans, should be conveniently
| ocated and stored using:

- Overhead racks
- Under counter shelving
- Mobile carts

Production sink(s) with garbage di sposals and separate hand-
washi ng sink(s) should be considered. Stainless steel worktables
on casters should be positioned to support production activities,
with trashcans underneath, out of traffic aisles. Steamtables
and stainless steel counters should be positioned in front of the
mai n battery of cooking equi pnent.
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The Front Serving Line. The major zones of activity involved in
this area are order taking, point-of-purchase (POP) preparation
presentation, delivery, and paynent. Once again the nmenu
mandat es the required equi pnent. The nost efficient use of space
i s acconplished by placing the preparation (finishing) equipnent,
and POP nerchandi si ng equi prent up front. These equi pnent itens
may include: griddles (flat grill), deep fat fryers, hot dog
roller grills, hot food (holding) display units, cold del

di splay units, reach-in refrigerators, ovens, refrigerated

pi zza/ sandwi ch preparation units, pizza stack/conveyor ovens,
refrigerators, freezers, and workcounters.

The serving line is staffed with cooks and foodservice workers
who take orders, portion individual portions and/or prepare foods
to order for custoners. Al the required portioning and cooki ng
functions can confuse circulation routes in this area. A
solution is to divide the responsibilities of the cooking staff
by separating their duties, and having two or nore cooks cooking
or serving orders. The nost conmon order systemis where
customers place their orders, pay the order taker (or cashier at
the end-of-the-line) and nove down "the line" to receive the
order at the end. When preparation tine takes |onger than it
takes for custonmers to "walk down the line," a nunmber or nane
calling systemis often used. A nunber or cash register receipt
(normally froma guest check) is given to the customer at the
time the order is placed and/or when paid for. The nunber is
called out to the custoner once the order is ready. The custoner
returns to pick-up their food. An alternative system the
customer is given a nunbered table marker (when necessary because
of a large dining area) and the nmeal is brought to the custoner
by a staff menber once the order is ready. A staggered |ayout of
items at different |ocations, either straight lined or spread
out, works well. A self-service beverage station can include
soda di spensing unit(s), iced tea, and coffee dispensing units.
Sel f-serve food displays can include sliding glass door
refrigerator(s) for prepared sandw ches, vegetable and fruit

sal ads, and canned or bottled beverages. Refrigerated del

di splay units can al so be effective nerchandi sers of "inpulse
sal e" food and beverage itens. "Od style" whiskey barrels
positioned in the custoner service area are excellent beverage
nmer chandi sers. They can al so assist customer traffic flow

There are many outstandi ng hot food display units available for
all types of prepared hot foods such as, pizza, fried chicken
and hot dog roller grills. They all effectively nerchandise
foods extrenely well. These types of self-service displays and
hol di ng equi pnent itens eliminate the need for the line cooks and
staff to retrieve and serve these itens, thus speeding up
service. They can assist in building guest check averages and

i mprovi ng custoner satisfaction. The self-service cold and hot
food display equi prent and beverage station equi pment
requirenents vary with the size, type, and serving requirenents
of the operation.
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Addi tional considerations: wuse bulk condinent dispensing units
positioned at the end of the line, instead of portion control
packets. Use cafeteria-type trays at the begi nning of the
service line, and place napkins and flatware at the end of the
line.

Busi ng and C ean-up. Busing and cl ean-up of dining roomtables
and noving dirty itens to trash receptacles or to the di shwashi ng
area nust be well thought out and "painless" for the custoner.

In nost snackbar operations, the nbst conmon nethod is for the
custonmer to "bus" their own trays and trash. Custoners carry
paper and plastic products to trash receptacles positioned in the
dining area and at exit doors. The alternative nethod is for the
food service staff to maintain the dining area, clearing and

cl eaning tables and chairs. The service staff should transport
trash and dirty itens, in bus carts or by using |arge ova

serving trays directly to the di shwashing area. The di shwashi ng
or dirty dish drop-off area should be located in the staff’s
traffic flowinto the kitchen area, and should not interrupt
customer or production flow Di shwashing requirenents are

det erm ned by whether the operation uses ceranic plates/china,

gl ass and flatware, or paper and plastic disposable itens.

Di shwashi ng operations for reusable itenms will vary dependi ng on
t he nunber of neals served, the degree of automation desired, the
supply of utensils, desired rate of flow, and the floor space
avai | abl e. Suggested equi prrent for warewashing areas: scraping
table with disposal trough/unit, a large dirty dish drop off
counter with a two-sided "A-frame" glass rack hol der, pre-rinse
spray arm all necessary glass, cup, and plate racks, and carts
and dollies. The trash and waste renoval fromthe dining and

di shwashi ng areas needs direct and independent traffic aisles.
The renoval of trash and waste should not interfere with the food
preparation, production, and serving functions.

Hand Wash Sinks. Dedicated hand wash sinks should be l[ocated in
the preparation and serving areas. Hand wash sinks are vital to
personal hygi ene and maintai ning a cl ean worki ng environment.

Pot and Pan Washing. Pots and pans that support food
preparation, production, and serving functions are either washed
by machine (usually a single-tank pot and pan washer) or by hand.
The pot and pan washi ng area should be co-located within the

di shwashi ng area and adj acent or convenient to the primry food
preparati on and production area. Wen washed by hand, a three or
four-compartnment sink with a grease catch or skimrer between the
first two conpartnents is reconmended. A heavy-duty disposa

unit should be provided in the first conpartnent and an electric
hot wat er booster should be provided in the | ast conpartment.
Adequat e work and drain aprons should be provided | eft and right
of the sinks or positioned near the pot and pan washi ng machi ne.
An adequate storage area is needed for clean pots and pans.
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Trash and Garbage Area. Locate the trash and garbage area near
or adjacent to the delivery and receiving area. Garbage vehicle
access, loading, and circul ati on nust be considered. A raised,
enclosed area is preferred with a hard, easily washed fl oor
surface.

Food Manager's Office. The kitchen should provide an office for
t he snackbar manager. The office should be | ocated near the
recei ving area, but should al so have a general view of the nmain
ki tchen area through glass walls or wi ndows. Consideration nust
be given concerning the adequate size of this office and its
numer ous functions, which include:

- Pur chasi ng

- Receiving

- Docunentation and filing
- Menu PI anni ng

- Reference library

- Meetings and interviews

Enpl oyee’s Facilities. These facilities include male and femal e
restroons, equi pped with | ockers, changing, and shower
facilities.

Initiating a Kitchen Design Project. As previously nmentioned

t here are nunerous agencies, requirenments, and directives

i nvol ved when designing or redsigning a kitchen. Many of these
requi renents can be acconplished locally. Many changes can be
made by sinply noving or rearrangi ng equi pnent itens. \Aatever
the project is, no matter how large or small, the follow ng five
steps should be foll owed:

1. Deternine your needs and requirenents. Spell out
everything you think you want and need. Talk to your staff and
list these requirenents.

2. Establish functional requiremnments.

a. Be sure funds are budgeted and
avai | abl e.

b. Justify all your requirements and
reference all applicable regulations and
directives.

c. Coordinate with all necessary agenci es;
i.e. civil engineers, environmental health,
fire and safety, etc.

3. Prioritize requirenments

4. Obtain all necessary coordinations and approvals.
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5. Order, request, perform and nonitor work.

Equi pnent Consi derations. An inproved know edge of equipnent is
essential for successful snackbar operations. This section wll
i ntroduce you to some commonly used snackbar equi pnent.

Convection Ovens. These ovens contain fans which circulate the
air and distribute the heat rapidly throughout the interior. The
forced air cooks foods nore quickly at |ower tenperatures. Al so,
shel ves can be placed cl oser together than in conventional ovens,
wi t hout bl ocking the heat flow Some do’'s and don’ts with
convection ovens:

- For npbst roasts, set the tenperature 25 to 50
degrees F. |lower than the conventional ovens.
Al ways check the nmanufacturer’s recommendati ons.

- Wat ch cooking times closely. The forced heat
cooks nore quickly and tends to dry out sone
foods excessively if they are overcooked.

- Avoi d cooking roasts in these ovens, because
the roast will shrink nore than in a
conventional oven or a slow roast and hold oven.

- The forced air of a convection oven may al so
def orm sonme soft items. Cake batter, for
exanpl e, develops ripples. Again, check with
t he manuf acturer.

Sl ow Roast and Hold Ovens. These are state-of-the-art ovens.
They are designed to cook and hold and can automatically switch
to a holding cycle, once cooking is conpleted. Slow roast and
hol d ovens are designed to achieve maxi numyield from roasted
nmeats by slow roasting at | ow tenperatures and hol ding at 140
degrees F. to 145 degrees F. for up to 12 or nore hours.
Additionally, their narrow design and mobility, being nmounted on
casters, are space efficient. Always refer to the manufacturer’s
operati ng manual when using this type of advanced equi prment.

Broilers. Broilers may be referred to as overhead broilers to
avoid confusing themwith grills. Overhead broilers generate
heat from above. Food itens are placed on a grate (wire rack or
screen) beneath the heat source. Broiling is a favorite way of
preparing steaks, chops, chicken, vegetables, and other itens.

M crowave Ovens. |In these ovens, special tubes generate
nm crowave radiation, which creates heat inside the food.

Gills. Gills are used for the same cooki ng operations as
broilers, except the heat source is belowthe grid that holds the
food, rather than above it. There are many different nodels of
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grills in use. The major differences in operation are due to the
difference in heat source - gas, electricity, charcoall or wood.

To operate, set different tenperatures, and place foods in
appropriate areas for cooking tenperatures desired. Keep grills
cl ean, since the high tenperature can easily start grease fires

Giddles. Giddles are flat, snooth, heated surfaces on which
food is cooked directly. Pancakes, French toast, hanburgers, and
other neats; sonetinmes eggs, and potato itens are the foods nost
frequently cooked on a griddle.

Deep Fat Fryers. A deep fat fryer has only one use, to cook
foods in hot fat.

Here are sone deep fat fryer equi pnent guidelines:

- Purchase only the best quality deep fat
frying equi pnent, fats, and oils.

- The ideal fry station includes, three deep fat frying
kettles; set up side-by-side: one for french fries, one
for fried chicken and m scel | aneous foods, and the third,
strictly for seafood. The kettles can range in size
(volune) fromthe small 15 pound capacity to 80 pound.
spacers (stainless steel countertops, approximtely 18
inches in width and equal depth in relationship to the
fryers) should be positioned left and right of the fryer
cluster. A dunmp station with infrared |ight warning
unit(s) should support the station. |In addition, adequate
space nust be allocated for a breading station (if raw
products are breaded on-premnmise). The breading station
can be as sinple as three side-by-side bus tubs or a
breadi ng station specifically designed for that purpose.

- Always try and fill the three frying kettles as foll ows:
When the nunber three kettle requires fat get it fromthe
nunber two kettle when the nunmber two kettle requires fat,
get it fromthe nunber one kettle. Attenpt to add "new'
fat only to the nunber one kettle.

- When fat goes bad never add it to new fat or vise versa.

- When filling the kettles with solid fats, set thernostats
at 200 degrees Fahrenheit until the fat has nelted enough
to cover the heating el enents.

- Keep the kettles filled to the fill line.

- Check the accuracy of the thernostats regularly by reading
the fat’s tenperature with a thernmoneter. The cl eaning

procedures differ greatly, depending on the nodel.
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The following are general procedures:
- Shut of f the power.

- Drain fat through a filter into a dry container (unless
you are discarding it). Be sure the container is |large
enough to hold all the fat before you start.

- Flush food particles fromsides and bottom of kettle with
sone of the hot fat.

- Wash the kettles with a mld detergent solution. If the
kettles are not renovable, turn the fryer on and bring the
detergent solution to a near broil (do no allow this
m xture to boil over). Scrub with a stiff brush. Bl ack
burnt-on crusty debris should not be left on the kettle’'s
surface or on the heating el ements

- Drain and rinse the kettles thoroughly with clean water.
- Dry kettle, heating elenments, and baskets thoroughly.

- Refill with good quality (strained or filtered) or fresh
fat.

Processi ng Equi pnent

M xers. Vertical mxers are inportant and versatile tools for
any kinds of food mxing or processing jobs. Bench-nodel nixers
range fromb5 to 20 quart capacity. Floor nodels are avail able as
| arge as 140 quarts. Adaptor rings enable several sizes of bows
to be used on one machine. Modst nixers have three operating
speeds. There are three main m xing attachnents, plus sone
speci al i zed ones. The paddle is a flat blade used for genera

m xing. The wire whip is used for tasks such as beating cream
and eggs and maki ng mayonnai se. The dough arm or hook is used
for m xi ng and kneadi ng yeast doughs.

Food Cutters. The food cutter or food chopper, known as the

"buffal o chopper”, is a comon piece of equi pnment used for
general chopping of foods. A variety of attachments make it a
versatile tool. 1It’'s separated by placing food in a rotating

bow , which carries the food to a pair of knives that are
spinning rapidly under a cover. The fineness of cut depends on
how l ong the food is left in the machine.

Slicing Machine. The slicer is a valuable machi ne because it
slices foods nore evenly and uniformy than can be done by hand.
Thus it is valuable for portion control and for reducing cutting
| oss. Mpdst slicing machi nes have bl ades set at an angle. Slices
fall away fromthese blades with | ess breaking and fol ding than
fromvertical blades. Wth a manual slicing machine, the
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operator nust nove the carriage back and forth to slice the food.
This carriage is noved by an electric notor on an automatic
nmachi ne.

Hol di ng and Storage Equi pment. Several types of equi pnent are
used to keep food hot for service. This equipnent is designed to
hol d foods above 140 degrees Fahrenheit in order to prevent the
grow h of bacteria that can cause di sease. Because food
continues to cook at these tenperatures, foods nust only be

"hel d" for as short a tinme as possible.

Hot Food Storage Equi pnent

Overhead Infrared Lanps. These |anps are used in service areas
to keep plated food warm before pick up by the custoner or
service staff. They also keep fried foods hot, usually as part
of the frying station. Foods dry out quickly under hol di ng

| anps. This is a disadvantage for al nost all foods except for
fried foods, which |ose their crispness if they are kept npist.

Chafing Dishes. Chafing dishes are used to hold pans of foods
that are presented on buffets.

Col d Food Storage Equi pnent. The quality of the food you serve
depends to a great degree on refrigeration equipnment. By keeping
foods cold, usually bel ow 40 degrees Fahrenheit, the refrigerator
guards agai nst spoil age and bacterial growh. Freezers are used
to store foods purchased in a frozen state.

Cl ean-up Equiprment. There is a variety of clean-up equi pnent
items available in the industry, a few of the common itens are
listed bel ow

War ewashi ng Systens. Di shwashing machi nes cone in a variety of
sizes and capacities, fromthe large automatic feed, "nerry-go-
round", three tank unit, to a single tank unit, to a small under-
bar unit. Options include hot or cold water washing; the hot
water units sanitize the tableware with hot water, the cold water
units with chemicals. A nunmber of accessories and support itemns
are required, many of which are as inportant as the di shwashing
unit itself. Itenms such as the dirty-dish drop off counter(s),
gar bage di sposal units, glass rack holders, and the plate
dollies, all must be considered when purchasi ng a warewashi ng
system

Pot and Pan Wash Station. Wen pots and pans are washed

manual |y, this station requires a nininmum of a three conpartnent
sink; ideally four, plus adequate drain apron space on the |eft
and right of the sinks. The first sink (fromleft to right) is
designated as the wash sink (with a disposal unit) nunmber two the
rinse sink, with a flexible hot water spray arm the nunber three
sink the rinse sink and nunber four the sanitizing sink, equipped
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wi th hot water booster. The option to manually washi ng pots and
pans is an automatic pot and pan washi ng machi ne.

Portabl e Steam O eaning System This systemis used to steam
clean kitchen floors, walls, non-electric equi pment itens, carts,
trash cans, nop buckets, etc.

Safety. Cooking, processing, and cl ean-up equi pnment can burn
cut, smash, nmangle, and anputate various parts of the human body.
No enpl oyee shoul d use an equipnent itemuntil they are faniliar
with its operation and all its features. Enployees nust al so

| earn to know when a nachine is not operating correctly. Wen
this happens, it should be shut down, tagged, or taken out of the
operation, and repair procedures initiated.

Mai nt enance Files. A maintenance and repair file should be
established for every equiprment itemin the kitchen, as well as
other equipnment itens in use in the facility. This folder should
be maintained to coincide with property records and shoul d

i ncl ude:

1. The operating nanual

2. Preventive mai ntenance and repair schedul e or |og.
3. Points of contact, for maintenance and repair.

4. Repl acenent parts listing(s), wiring di agram

(if applicable). These can be obtained from
the manufacturer if they weren't shipped wth

the item
5. Al warranty informtion
6. O her inportant information pertaining to that

pi ece of equipnent.

Cl eaning. A thorough, regular cleaning of all equipnent is
essential. Operating manuals should give the procedures for

di sassenbl i ng equi prent, in detail. One of the best ways to
ensure the necessary cl eaning and general preventive maintenance
is acconplished, is to assign the responsibility of an equi pnent
itemto a specific enployee. Fixing responsibility to a
designat ed indi vidual establishes accountability, and often
instills personal pride for the equipment itemin that enpl oyee.

Est abl i shi ng The Need For Equi pnent

Managers and staff nust define the purpose and actual need for
equi prent. Research all possible alternatives. Conpare

i ndi vi dual equi pnent performances, capacities, sizes, and other

features. Equi prent requirenment considerations are deternined by
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the menu. What equiprment is needed to produce it? The
operation’s food production quantity requirenments, enployee
skills, and ever increasing need to inprove productivity, while
reduci ng | abor expenses, all influence equipnent purchases.
Figure F-S nay serve as a guide for types of equipnent.

Equi pnent Characteristics. Equipnent can be eval uated and
conpared by exanmi ning the particulars provided by nmanufacturers
maki ng inquiries with operations that have the itens in use, and
at restaurant trade shows.

Size. Consider all the dinmensions of the equipnment item Ask
yourself "will it fit" in the space allotted? Consider

cl earances for doors, handles, and other projections that wll
take up space

Per f ormance. What do you need the equi pnent itemto do? Spel
out its purpose(s) and know the denmonstrated test ratings of the
equi prent itemand its efficiency.

Capacity. What the equipnent itemis capable of producing? For
exanpl e, a di shwashing nmachi ne’s racks per mnute, deep fat fryer
pound per kettle, and oven cavity size.

Uilities. Do you have the necessary and or appropriate type of
utility required of the equiprment itenf Gas, electric (115 volt,
t hree phase, single cycle or 240 volt), "live" steam etc.

Flexibility. The inportance for equipment to serve nore than one
pur pose, whenever possible; i.e. tilting skillet, sandw ch prep
unit that doubles as an appetizer station, etc.

Mobility. Mbility is extrenely inportant when considering

mul ti-purpose use. To acconplish this inmportant requirement, use
gas qui ck di sconnects and nmount equi prent on casters (wheels),
whenever possible.

Weight. Wight in relation to bench or floor capacity.
Human consi derations. How nuch reaching, bending, and lifting is
required to operate the equipnent iten? Mninize the "wear and

tear" on the enployees required to operate the equipnment item

Qperation. The sinplicity and ease of operation. The ease of
control and accuracy of adjustment when operating the item

Sanitation. The ease of cleaning, access to all areas,
resi stance to deterioration, scratching, and damage.

Mai nt enance. The accessibility of replacenent parts, conponents,
availability of spares, and service arrangenents or contracts.
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Install ati on Requirenents

Del ays or interruptions on installation can cause a | oss of
busi ness. Coordinate with your installers prior to the
purchase and before the itemis delivered.

Depreci ati on

Determne the estimated |ife of the equipnent itemand its
conponent s

Cost s

The cost should include initial cost of the basic equipnent,
other itens used with and purchased with the equi pnment item
installation costs including connections for gas, electricity,
wat er and drai nage services, delivery and handling charges,
cost of routine maintenance, and energy consunption

NOTE: The initial outlay of cash for an equipment itemis an

i mportant consideration; do you have the noney? But, perhaps
nore inmportant is the return on investnment. How long will it
take for the itemto pay for itself? Is the itema sales
generating piece of equipnent |like a Snoka-roma or Deli display
unit? O does the item save noney, through |abor savings, |ike
a gl ass washer or a steam cl eaner.

Measuri ng Devi ces

Scal es. Mdst recipe’'s ingredients are measured by weight, so
accurate ounce portion scales are very inportant. Portion

scal es are used for measuring ingredients as well as for portioning
products for service. Additionally, all kitchens should have a

25 | b capacity scale for weighing nmeats, particularly for
conducting nmeat cutting and yield tests. A 100-200 Ib scale

in support of the receiving function, for weighing bul k products,
neats, etc., is a nust.

Vol unme measures. Used for |iquids, nmost have lips for easy
pouring. Sizes are pints, quarts, half gallons, and gall ons.
Each size is marked off into fourths by ridges on the sides.

Measuring cups. Available in one, one-half, one-third, and one-
fourth cup sizes. They can be used for both liquid and dry
neasur es.

Measuring spoons. Used for neasuring very small volunes: 1
t abl espoon, 1 teaspoon, 1/2 teaspoon, and 1/4 teaspoon. They
are used nost often for spices and seasoni ng.

Ladl es. Used for measuring and portioning |liquids. The size, in
ounces, is stanped on the handl e.
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Scoops. Scoops cone in standard sizes and have a | ever for
mechani cal rel ease. They are used for portioning soft solid
foods. The nunber of the scoop indicates the nunber of |eve
scoopful s per quart.

Thermoneters. Thernoneters nmeasure tenperature. There are nany
ki nds for nany purposes. A neat thernoneter indicates interna
tenperature of meats. It is inserted before cooking and left in
t he product during cooking. You should never roast neats without
a neat thernometer. An instant read thernonmeter will give
readings within a few seconds once inserted in a food product.

It reads fromO to 220 degrees Fahrenheit. All supervisory
personnel in the kitchen, and for that matter all cooks should
have and use themwhile on duty. This type thernoneter should
not be left in a roast while cooking. Fat thernoneters and candy
thernoneters test tenperatures of frying fats and sugar syrups.
They read up to 400 degrees Fahrenheit. Additional thernoneters
are used to test the accuracy of griddles, ovens, refrigerators,
and freezers.

Kni ves and Hand Tool s

Knives. There are three basic netals used in knives: carbon
steel, stainless steel, and hi gh-carbon stainless steel. Carbon
steel has the ability to be sharpened to an extrenely sharp edge,
but it corrodes and discolors easily. Stainless steel does not
rust or corrode, but it is much harder to sharpen. High-carbon
stainless steel is a relatively new alloy that conbi nes the best
aspects of carbon steel and stainless steel, sharp edge, and non-
cor rodi ng.

Kni fe Handles. The tang is the portion of the netal blade that
is inside the handle. The best quality, nost durable knives have
a full tang, which nmeans that the tang runs the full |ength of

t he handl e.

Kni ves and Their Uses

French knife or chef’s knife. Mst frequently used knife in the
ki tchen, for general purpose chopping, slicing, dicing, and so
on. The blade is wide at the heel and tapers to a point. Bl ade
I engths of 8 to 10 inches are nost popul ar for general work.
Larger knives are for heavy chopping. Snaller blades are for
nore delicate work

Uility knife. Narrow, pointed knife 6 to 8 inches long. Used
nostly for salad and vegetable preparation. Al so useful for
carving roast chicken and duck

Paring knife. Smal| pointed blade 2 to 3 1/2 inches |ong. Used
for trimming and paring vegetables and fruits and filleting fish.
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Slicer. Long, slender, flexible blade up to 14 inches | ong.
Used for carving and slicing cooked neats.

Cl eaver. Very heavy, broad blade. Used for cutting through
bones.

Oyster knife. Short, rigid, blunt knife with dull edges. Used
for opening oysters.

C am knife. Short, rigid, broad-bladed knife with a slight edge.
Used for opening clans.

Veget abl e peeler. Short tool with a slotted, swi veling bl ade.
Used for peeling vegetables and fruits.

Steel. Not a knife, but an essential part of the knife kit.
Used for truing and maintaining knife edges.

Shar peni ng stone. A three stone device, that slots in a holding
chanmber. The chanber is supplied with a light oil. The
shar peni ng stone is used to sharpen knives.

Cutting board. This is an inportant partner to the knife.
Constructed of hard rubber or plastic.

When using a cutting board al ways place a danp towel under it.
This secures it on the stainless steel counter, keeping it from
slidi ng.

Hand Tool s

Cook’s fork. Heavy, two-pronged fork with a long handle. Used
for Iifting and turning meats and other itens.

Straight spatula or palette knife. A long flexible blade with a
rounded end. Used nmostly for spreading icing on cakes and for

m xi ng and bowl scraping.

Sandwi ch spreader. A short, stubby spatula. Used for spreading
filling and spreads on sandw ches.

O fset spatula. Broad blade, bent to keep hands away from hot
surfaces. Used for turning and lifting eggs, pancakesl and neats
on griddles, grills, sheet pans, and so on

Rubber spatula or scraper. Broad, flexible rubber or plastic tip
on a long handle. Used to scrape bow s, containers, and pans.
Al so used for folding in egg foans and whi pped cream

Pie server. A wedge-shaped offset spatula. Used for lifting pie
wedges fromthe pan.
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Bench scraper or dough knife. A broad, stiff piece of netal with
a wooden or hard plastic handle on one edge. Used to cut pieces
of dough and to scrape worktabl es.

Pastry wheel or wheel knife. A round, rotating blade on a
handl e. Used for cutting rolled-out doughs, pastry, and baked
pi zza.

Spoons: Solid, slotted, and perforated. Large stainless stee
spoons, hol ding about 3 ounces. Used for stirring, nmxing, and
serving. Slotted and perforated spoons are used when |iquid mnust
be drai ned fromthe product.

Skimer. Perforated disc, slightly cupped, on a handle. Used
for renoving extraneous matter fromtop or contents of |iquid.

Tongs. Spring-type or scissor-type tools used to pick up
handl e, and portion foods.

Wre whips. Loops of stainless steel wire fastened to a handl e.
There are two kinds of whips: Heavy whips are straight, stiff
and have relatively few wires. These are used for genera

m xi ng, stirring, and beating, especially heavy liquids. Balloon
whi ps have nmany flexible wires. These are used for whipping
eggs, cream and hol | andai se sauce, and for nixing thinner
[iquids.

Chi na cap. Cone-shaped strainer. Used for straining stocks,
soups, sauces, and other liquids. Pointed shape allows the cook
to drain liquid through a relatively small opening.

Strainer. Round-bottomed, cup-shaped strainer made of screen-
type mesh or of perforated netal. Used for straining pasta,
veget abl es, and so on.

Si eve. Screen-type nesh supported in a round netal frame. Used
for sifting flour and other dry ingredients.

Col ander. A large perforated bow made of stainless steel
plastic, or alum num Used to drain washed or cooked veget abl es,
sal ad greens, pasta, and other foods.

Food mill. A tool with a hand-turned bl ade that forces foods
through a perforated disk. Interchangeable disks have different
coarseness or fineness. Used for pureeing foods.

Grater. A four-sided metal box with different sized grids. Used
for shredding and grating vegetables, cheese, citrus rinds, and
ot her foods.
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Can opener. Heavy-duty foodservice-type can openers are nounted
on the edge of a worktable. They nust be thoroughly cl eaned and
sanitized every day to prevent contanination of foods.
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SECTI ON 3

KI TCHEN SAFETY

Restaurant work is usually considered a relatively safe
occupation, at least in conparison with many industrial jobs.
Nevert hel ess, the kitchen has many hazards. Mnor injuries from
cuts and burns are very common, and nore serious injuries are al
too possible. The quantity of very hot equipnent and powerf ul
machi nery, conbined with the busy, sonmetines frantic pace, nakes
it important for everyone to work carefully and with constant
attention to rules of safety. Mst of this section is concerned
wi th ways that workers can prevent certain kinds of accidents,
such as cuts, burns, and falls. It is nuch easier to devel op and
practice habits that prevent accidents if safety is built into

t he workpl ace

Building Safety into the Kitchen

The managenent of a food service operation nust see to it that
the structure and equi pment have necessary safety features. The
foll owi ng areas (questions and statements) can serve as a genera
guide to evaluate the safety aspects of your operation. Check
the foll ow ng:

- Structures, equipnent, and electric wiring in good
repair.

- Adequate lighting on work surfaces and in corridors.

- Nonslip floors.

- Cearly marked exits.

- Equi prent supplied with necessary safety devices.

- Heat-activated fire extinguishers over cooking
equi pnent, especially deep fat fryers.

- Conveniently | ocated energency equi prent, such as
fire extinguishers and first aid kits.

- (Cearly posted energency tel ephone nunbers.

- Snooth traffic patterns to avoid collisions between
wor ker s
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Preventing Cuts

The

production staff shoul d:

- Keep knives sharp. A sharp knife is safer than a dul

one, because it requires |less pressure and is less likely

to slip.

- Use a cutting board. Do not cut against a netal surface.

Pl ace a danmp towel under the board to keep it from
sl i ppi ng.

- Pay extra attention to your work when using a knife or
cutting equi pnent.

- Cut away fromyourself and ot her workers

- Use knives only for cutting, not for such jobs as opening

bott | es.
- Not try to catch a falling knife. Step back and let it
fall.

- Not put knives in a sink, under water, or any place
where they can’'t be seen.

- Cl ean knives carefully, with the sharp edge away from you.
- Store knives in a safe place, such as in a rack, when not

in use.

- Carry a knife properly. Hold it beside you, point down,
with the sharp edge back and away fromyou. Don’'t sw ng
your arm Whenever possible, carry knives in a sheath.
Warn peopl e when you are wal king past themwith a knife
i n hand.

- Keep breakabl e items, such as di shes and gl assware, out
of the food production area.

- Not put breakable itens in the pot sink

- Sweep up, don’t pick up, broken gl ass.

- Di scard chi pped or cracked di shes and gl asses.

- Use special containers for broken di shes and gl asses.
Don't throw themin with other garbage

- If there is broken glass in the sink, drain it before
trying to take out the gl ass.

- Rermove all nails and stapl es when opening crates and
cartons, and di spose of them

Preventing Burns

The

producti on staff shoul d:

- Al ways assune a pot handle is hot. Don't just grab it
wi th your bare hand.

- Use dry pads or towels to handl e hot pans. Wt ones
will create steam which can burn you

- Keep pan handl es out of the aisle, so people won't
bunp into them Al so, keep handl es away from open
flames of gas burners

- Not fill pans so full that they are likely to spill hot
f oods.
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- Get hel p when novi ng heavy contai ners of hot food.

- pen lids anmay fromyou to | et steam escape safely.

- Use care when openi ng conpartment steaners

- Make sure gas is well vented before trying to |ight
ovens or pilot lights. Strike matches before turning
on the gas. Al so, strike matches away from yourself.

- Cooks shoul d wear |ong sl eeves and doubl ebr east ed
jackets to protect thenselves fromspilled or
spattered hot foods. They should al so wear
sturdy | eat her shoes with cl osed toes.

- Dry foods before putting themin frying fat, or hot
fat may splatter on you

- When placing foods in hot fat, let themfall away from
you, so that fat will not splash on you

- Al ways warn peopl e when you are wal ki ng behind them
wi th hot pans, or when you are wal ki ng behi nd soneone
who is working with hot itens.

- Warn service peopl e about hot plates.

Preventing Fires

The production staff shoul d:

1. Know where fire extinguishers are |ocated and how to
use them

2. Use the right kind of fire extinguisher. There are
three classes of fires, and fire extinguishers should
be | abel ed according to the kind of fire for which
t hey can be used.

a. Cass Afires: wood, paper, cloth, ordinary
conbusti bl es.

b. Cass B fires: burning |liquids, such as grease, oil
gasol i ne, solvents.

c. Cass Cfires: electrical equipnment, swtches, notors,
and so forth.

NOTE: Never use water or a Class A fire extinguisher on a grease
fire or electrical fire. You will only spread the fire.

3. Keep a supply of salt or baking soda handy to put out
fires on range tops.

4. Keep hoods and ot her equi pnent free from grease buil dup

5. Not leave hot fat unattended on the range.

6. Snmoke only in designated areas. Do not |eave burning
cigarettes unattended.

7. If afire alarmsounds and if you have tinme, turn off
all gas and electric appliances before | eaving the
bui I di ng.

8. Keep fire doors closed.

9. Keep exits free from obstacl es.
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Preventing Injuries from Machi nes and Equi prent

- Do not use any equi pnent unl ess you understand its
operation.

- Use all guards and safety devices on equi pnent.
Keep slicing machi ne set at zero (bl ade cl osed)
when not in use

- Don’t touch or renobve food fromany kind of
equi pment while it is running, not even with a
spoon or spatul a.

- Unplug electric equipnent before di sassenbling
or cl eani ng.

- Make sure the switch is off before plugging in
equi pnent .

- Do not touch or handle electric equipnent,

i ncluding switches, if your hands are wet or
if you are standing in water.

- Wear properly fitting clothing and tuck in apron
strings, to avoid getting them caught in machinery.

- Use equipnent only for the purpose intended.

Preventing Falls

- Cean up spills inmrediately.

- Throw salt on a slippery spot to nake it |ess
slippery, while you get a nop

- Keep aisles and stairs clear and unobstructed.

- Don't carry objects too big to see over.

- Walk, don’t run.

- Use a safe ladder, not chairs or piles of boxes,
to reach high shelves or to clean high equi prent.

Preventing Strains and Injuries fromlLifting

- Lift with the leg muscles, not the back

- Don’t turn or twist the back while lifting, and
make sure your footing is secure

- Use a cart to nove heavy objects |ong distances,
or get help.
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SECTI ON 4
SANI TATI ON

SANI TATI ON

Food is easily contaminated. Under certain conditions, nany
types of food readily support the growth of many organi sns that

cause illness. Foodborne illnesses can be explosive in nature,
seriously affecting a unit’s capability to performits m ssion
It could be disastrous if illness occurred anong aircrew nenbers

during flight. The guidance in this section only touches on the
very inportant matter of sanitation. All food nmanagers nust be
thoroughly famliar with the sanitation requirenents,
regul ations, and directives that you nmust operate by.

| NSPECTI ON BY SUPERVI SORS

Because circunstances continually change, supervisors mnust

i nspect and interview assigned foodhandl ers daily. Only these
i nspections can detect many potentially hazardous conditions.
Foodhandl ers nust:

- Report to the nedical facility when they
experi ence any synptonms of a commruni cabl e
di sease. This includes, but is not limted
to boils, sores, and other skin infections,
fever, unusual nasal discharge, sore throat,
cough, weight loss, night sweats, jaundice,
or diarrhea. Included also are cases of
hepatitis, typhoid, dysentery, diphtheria,
meni ngitis, tuberculosis, or streptococca
di sease, and any other condition the
supervi sor consi ders significant anong
i ndi vidual s wi th whom the foodhandl er
lives. When reporting to the nedica
facility, foodhandl ers must describe their
synptons and nention that they are foodhandl ers.
The nedical officer nmust notify the supervisor
and environnental health when the foodhandl er
is renoved fromduty for medical reasons. These
i ndi vidual s must not return to foodhandling.

- Keep hands and exposed portions of arms clean
at all tinmes. They nust wash hands and arns
wi th soap and warm wat er when reporting for
duty, inmediately after each visit to a toilet
room after snoking, after taking a break, and
after touching contam nated surfaces or
materials (such as the nose, nouth, garbage can
lids, garbage, raw meats or poultry, etc.). In
areas where people do not wash hands frequently,
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supervi sors nust use ingenuity.
- Bat he daily.

- Wear clean outer clothing, preferably white or
other light color, while on duty. The upper
garnment must cover the arnpits.

- Cut fingernails short and keep them cl ean
- Keep facial hair clean and neatly trinmed.

- Wear acceptabl e head covers (hats, caps, hair
nets) so that | oose hair will not fall into
food or onto food contact surfaces. Loose hair is
not a significant public health hazard, but is
aest hetically unaccept abl e.

- Take of f wri stwatches, bracelets, and rings
(except weddi ng and engagenent rings, and nedica
energency information bracel ets).

- Mai ntai n a hi gh degree of personal cleanliness
and practice good personal hygi ene while working
in the food service facility.

- Thi nk cl ean, be clean, stay healthy.

Food Handl er Training. Food facility managers will ensure al
food service personnel receive training in the principles and
practices of controlling foodborne ill nesses.

How To Devel op an | n-House Sanitation Program

Sel f - Eval uations. Every supervisor should performa self-

i nspection of his or her facility at | east once a week using the
gui del i nes established by your sanitation requirenents. |nfornal
sanitation systems based on renenberi ng what needs to be done

| eave much to be desired in terns of thoroughness. A
conprehensive witten sanitation program however, can
significantly inprove the effectiveness of your housekeeping
efforts. Wen policies and procedures are clearly spelled out
and posted, both training and supervision are greatly sinplified.
The tine invested to develop such a programis well spent as it
ultimately all ows nanagenment to concentrate on other inportant
areas without negl ecting housekeeping. Convey clearly to staff
menbers why a witten sanitation programis desirable and that it
i s based on existing cleaning procedures. Acceptance of the
programis better when staff menbers contribute to its

devel opnent.
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8-Step Program

By breaking down the devel opnent of a sanitation programinto a
series of small steps, the task becones nore nanageable. Be sure
to enlist the hel p and suggestions of nanagenent, enployees, and
vendors such as your janitorial supply firmand pest control
service. Trade associations, such as the National Restaurant
Associ ation, can offer invaluable help as well.

1. Assess the Job. Deternine what surfaces and
equi pnent needs to be cl eaned t hroughout
the operation. Divide the facility into
general departnents |ike the kitchen, which
woul d then require a further breakdown of
specific work centers, such as refrigerators
and freezers, salad prep area, nmin cooking
area, then further to specific equi prent
items such as, deep fat fryers, the griddle,
sandwi ch preparation unit and so on.

2. Conpile a Cleaning List. Mke a list of al
surfaces in each area that need to be cl eaned.
This list should be conprehensive to form
the foundation of your program Frequently,
overl ooked itens such as floor drains, base
boards, fire extinguishers, and light fixtures
must be included. These areas and itens often
do not receive proper attention if they aren’t
taken into consideration at the start.

3. Establish d eaning Procedures. Specify how
the various surfaces are to be cl eaned.
Arrange this data on your worksheet under
the headi ng of cleaning materials,
procedures, frequency, and manhours.

Avoi d the designation "clean as needed."

4. Define Terns and Standards. Your witten
sanitation programisn’'t conplete w thout
definitions of terns such as "clean" and
"sanitize", as well as acronyns for
speci fic cl eaning agents or equi pnent.
Include references to basic safety
consi derati ons.

5. Assign Times and Responsibilities.
Determne when it’'s realistic to performthe
cleaning. Assign responsibilities to specific
staff nenbers working in those particul ar
areas. Let the staff nenber reviewthe
compl eted outline to pinpoint any obvious
probl ens before inplenmentation.
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6. Create Instruction Sheet. Provide enployees
with sinple, concise explanations of their
duties. Draw up a series of one-page
instruction sheets, based on the origina
wor ksheets, and post in the area being used.

7. Assess and Fine Tune the Program
Encour age enpl oyees to voice constructive
criticisms and solutions; this will sinplify
i npl ementation and fine tune the program
Two to three weeks after introducing the
program review it with your staff. Resolve
any problens before posting a nore polished
set of instruction sheets. [It’s inportant
to nmake this final revision or the program
| oses its credibility.

8. Develop an Inspection Form Ongoi ng eval ua-
tion of results is the key to a successful program
In addition to daily reviews of enployee's sanitation
efforts, develop a nonthly inspection checklist to
eval uat e housekeepi ng. Base the inspection
formon the posted instruction sheets. This
correlates the staff’s duties with your
evaluation criteria, reinforcing your original
i nstructions.

Keep It Alive

There is a natural tendency either to discontinue or to downpl ay
the i mportance of regular self-inspections. Even consultants and
heal th i nspectors have to discipline thenmselves continually or
rotate assignnents with other workers to avoid burnout. There
are several ways to keep this inportant factor of your sanitation
program alive

1. Discuss the results of the inspections with your staff
and the environnental health personnel

2. Assign other staff nenbers to inspect the food facility.
3. Create a rotating inspection team nade up of both
managenment and enpl oyees to provide a fresh perspective and to

al | ow enpl oyees to evaluate their own work.

4. Regardl ess of how effective your sanitation program seens

to be, reviewit frequently. Incorporate any changes concerni ng
cl eani ng procedures or products into the posted schedul es and the
sanitation reference manual. A conprehensive, witten sanitation

programis an invaluable tool that benefits nmanagenent as well as
enpl oyees. Cearly defined objectives and met hods, and ongoi ng
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supervi sion and eval uations, sinplify housekeepi ng and i nprove
productivity and control.
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SNACKBAR OPERATI ONS CHECKLI ST

Ten prinmary areas of snackbar operations are outlined in this
checklist. Wthin each area, there are a nunber of operationa
eval uation questions to be reviewed. These questions are
designed to stinulate your analysis of the snackbar operation
froma nmanagenent and custoner viewpoint. Make notes expandi ng
upon those areas that require inprovenent, as well as those areas
whi ch are good.

A, CGENERAL

1. |Is the operation popular,
successfully run, and profitable?

2. Is the operation reaching its
full est potential ?

3. Is the snackbar operation named
and t hemed?

4. |s the nane and/or thene used
t hr oughout the operation?

5. \Who are the operation’s custoners?

6. \Wich segment(s) of the nmarket
are not frequenting the operation?

7. Does managenent have a marketing
and pronotion plan, with specific
operational goals and objectives
devel oped to support financial plans
and results of operation?

8. How effective are the marketing,
promotion, advertising, and
nmer chandi sing efforts?

9. Are managenent and staff actively
pursui ng the established goal s and
obj ecti ves?
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10. Is there a planned Capita
Expendi ture budget detailing facility
i mprovenents, equi pment, and supply
requi renents?

B. FACILITIES LAYOQUT AND DESI GN

1. Are the parking lot, sidewalk,
backdoor, |andscape, entrance

wal kway, and foyer professionally
mai nt ai ned?

2. Are doors well nmintained,
cl ean, and do they open easily?

3. Is the facility "ready" for
busi ness? Sanitation and
housekeepi ng, tables and chairs,
light levels, environnents, etc?

4. 1s the placenent of the snackbar
operation located in the nost
optimum area of the facility if

in a building with other services?

5. Is the snackbar serving
area readily accessible to al
custoners?

6. |Is the customer flow to and
t hrough the food serving area or
into the dining area snooth and
"pai nl ess"?

7. Are service itens, trays,
flatware, and napkins logically
and conveniently located for the
cust oner ?

8. Are the food outlets (e.qg.
sandwi ch prep station, grill,
beverages) clearly identified and
accessi bl e?

9. Are there production bottl enecks
or crossing patterns that inhibit
customer novenent and speed of

servi ce?
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10. Is there evidence of incorrect
menu planning resulting in certain
equi pnent itens or workstations
being 11 overworked El ?

11. Are there tray slides, if needed?

12. Are condi nents positioned outside
the main traffic flow on a self-
servi ce condi nent counter?

13. Are bul k punp di spensers being
used instead of portion contro
packet s?

14. Are self-service, sliding glass
door refrigerators or deli display
cases being used to nerchandi se
packaged beverages, prepared

sandwi ches, sal ads, desserts, etc?

15. Are cash register(s) positioned
and adequate in nunber to
accommodat e custoner traffic flow?

C. CUSTOVER COVMUNI CATI ONS

1. Is the Snackbar operation clearly
identified with distinctive outside
si gnhage?

2. Are bulletin boards professionally
mai nt ai ned with posted information
applicable and current?

3. Is the facility free of hand
scri bed, unprofessional signhage and
posters?

4. |Is the inside location of the
Snackbar operation clearly identified
wi th distinctive signage?

5. Are there professional quality
directional signs to nmove custoners
through the food facilities? i.e.
"Entrance or Order Here" and "Exit
or Pick-up" signage?
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6. Are nenus (board) up-to-date,
attractive, colorful, and nodern?

Not the old black felt boards with
the m x-matched, faded white letters.

7. Are nenus posted in easily read
positions? e.g., Can custoners see
themwhile in Iine?

8. Are all nenu itens clearly
priced?

9. Are nmenu lite boards and ot her
mer chandi sers being used to sel
and pronote "specialties"?

10. Do nenus appropriately display,
("sell"™) what the snackbar operation
of fers?

11. Are nmenus designed functionally,
grouping like itens, such as, Finger
foods, Sal ads, Sandwi ches, Desserts,
Beverages, etc?

12. Are other food services pronoted,
such as, take out, delivery, catering
and special parties?

D. FOOD

1. Are all listed nmenu itens
avail abl e for sal e?

2. Are there a linmited nunber of
menu itens being prepared and served
very well, versus a |arge nunber of
menu itenms done poorly?

3. Are the nenu itens the best
possi ble quality avail abl e?

4. Are the nenu itens "Different
and Better" including many of the
current trend or popul ar foods?

5. Are "healthy alternative" food
items being featured?
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6. |Is there a variety of foods and
preparation nmethods featured?

-Full neal entrees, finger foods,
sandwi ches, soups, sal ads,
desserts, etc.

-Gilled, fried, broiled, raw, hot,
cold, etc.

-Assorted sodas, fruit juices
coffees, inported and donestic
beers, wine and w ne coolers, etc.

7. Are "inmpul se" sales itenms being
ef fectively nerchandi sed? Itens
like specialty cookies, chips and
snacks, hot dog rotisserie grills,
pi zza display units, etc.

8. Is there a variety of cold food
itens featured; i.e., sal ads and
sandw ches, etc?

9. Are cold food itenms prepared in
advance and di spl ayed and nerchandi sed
in sliding glass door or refrigerated
deli display cases?

10. Is there a variety of hot food
items featured; i.e., hot dogs and
sausagesl Rottisserie chicken

fried chicken, pizza, etc., prepared
i n advance and properly displ ayed?

11. Are products properly prepared,
by accepted culinary disciplines?

12. Are plate presentation standards
devel oped, readily available to the
production staff, and evident in the
foods prepared, presented, and served?

13. Are condinments the best "nane
brand" quality; i.e., Kraft, Heinz,
Equal , real half n' half, etc?

14. Are portion control packet
standards established for
gquantities to issue with take-out
and deliveries?
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E. CUSTOVER SERVI CE

1. |Is the staff genuinely interested,
attentive, friendly, and pronpt with
customers?

2. Are customers openly wel coned,
greeted, and nmade to feel wanted and
i mportant?

3. Are the production and sales staff
suggestively selling menu and "add-onll
sales itens?

4. |s the snackbar operation’s nane
or thenme carried through the
enpl oyees’ attitudes and uniformns?

5. Are staff menbers in distinctive
uni forms and weari ng nanetags?

6. |s managenment ACTI VELY invol ved
in the custoner service efforts?

7. \Wat nethod of customer order and
delivery (service) is being used?

8. Are the order and delivery
(service) of foods sinple for the
custoner ?

9. Are all foods ordered, properly
recorded, and controlled to ensure
paynment ?

10. Are staff nenbers know edgeabl e
of the nmenu production procedures,
menu prices and custoner service
standar ds?

11. Are the procedures for "phone-in"
orders for pick-up and/or delivery
efficient and easy for the customer?

F. FOOD PRODUCTI ON
1. Are nmenu itens supported with

producti on standards and/or
standardi zed reci pes?
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2. Are nenus planned to incorporate
by- products and | eftovers?

3. Are those foods intended to be
prepared to order, actually prepared
to order?

4. Are cyclic nmenus incorporated for
featured specials and specialties?

5. Are advance pre-preparation
princi pl es bei ng enpl oyed?
-Are itens that can be prepared
2-3 days in advance, done so0?

-Are neats pre-portioned?
- Cheese slices cross-stacked?
- Tomat oes pre-sliced and reforned?

-Lettuce shredded or if | eaves are
used, "sized"?

6. Are there effective food
production, forecasting, and contro
Systens in-use?

7. Are there adequate PAR stocks
est abl i shed, supporting food
production requirenents?

8. Are leftovers adequately
i ncorporated i nto nenu pl anni ng
efforts?

9. Are nmenu itens produced in the
optimumtime, fromthe tine the
customer orders to delivery?

10. Are portions and portion contro
procedures in line with established
standards (recipes) and nenu cost
cards?

G PURCHASI NG AND | NVENTORY CONTROL

1. Are item specifications devel oped
and in-use? Are they supported with
good purchasi ng, receiving, storage,
and issuing procedures?

102




2. Are food purchases being conpeted

for the best possible price within

establ i shed quality standards?

3. Is the commissary being utilized

toits fullest extent, when cost

savings and i nproved quality can be

realized?

4, Are inventories established in

the storage outlets in inventory

order (actual stock to inventory

print out)?

5. Are inventories kept at a

m ni mum pronoting an inventory

turnover of a mninmumof two tines

per month?

H  MENU | TEM ANALYSI S, COSTI NG AND PRI Cl NG

1. Are nenu itens accurately costed

out, through menu item cost cards and

st andar di zed reci pes?

2. Is analysis being perforned on

"what's selling and what’s not ?"

3. Are customer counts being recorded?

4. \What are the average custoner

counts for each daypart? (breakfast,

[ unch, dinner, take-out, delivery, and

| ate night)

5. Are Electronic Cash Registers

and/ or Point of Sale equi pnment used,

and to their fullest capabilities?

6. What nethod of pricing is being

enpl oyed?

7. Are established selling prices

perceived to be fair and reasonabl e?

8. Are established prices neeting

desired or needed profit objectives?

9. Are established Cost of Sales

per cent age objectives being net?

-1 f not, why?
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-1f so, how?

-RE: pricing, costing, purchasing,
portion control, waste and

| eft over managenent, interna
controls, etc.

10. Is analysis being conducted on
menu sal es m x, average guest check
contribution margin, etc?

. DINING AREA(S)

1. Has the Snackbar operation nane
or theme carried over into the dining
area’ s anbi ence and setting?

2. Is the dining area "ready for
busi ness?"

-Are tabl es and chairs cl ean,
organi zed, and set?

-ls the facility clean?

-Are the furniture and fixtures
in good repair?

3. Are appropriate nusic/ TV |l evel s
bei ng mai nt ai ned?

4. Are light levels appropriate?

5. Is the climate (A/C or Heat)
properly set and controll ed?

6. Are the table service or busing
servi ce sequence standards adequate
and effective, in relationship to
customer service, efficiency, and
pr of essi onal i sn®?

7. Is there a need for designated
snoki ng and nonsnoki ng areas?

J. LABOR AND ADM NI STRATI VE MANAGEMENT
1. Are enployees properly schedul ed

to neet the service and production
peaks and val |l eys?
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2. Are labor expenses in line with
sal es?

3. Are staff nmenbers know edgeabl e
of their job duties and
responsibilities?

4. Are job know edgel production, and
custoner service training being
conduct ed?

5. Is training docunented?

6. |Is there visible evidence that
training efforts are paying off?

7. Do the enpl oyees job descriptions
and job task requirenents match the
wor k the enpl oyees are perform ng?

8. Are enployee grades and wages/
sal ari es commensurate to their job
t aski ngs and work requirenents?

9. How do the enpl oyee wages/sal ari es

conpare to like jobs on base and in
the | ocal area?
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CONCLUSI ON

Wth the conclusion of this snackbar guide we add: The guide
shoul d be useful to the field with the information presented. It
is not intended to be all enconpassing. Due to the |ocation and
space used for snackbars it is not designed to address al

aspects of snackbar nmanagenment. The industry is in continuous
change to keep progress ongoing. Wth your help and application
of appropriate portions of this guide we can neet those
chal | enges and succeed in these food operations.
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